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Preface 

"Treat your customers as you 
would like to be treated, it you 
were a customer." 

r his manual outlines operating rules and standard 
operating procedures governing Bus Operators 

for the Los Angeles County Metropolita11 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 In the Los Angeles area. These 
regulations may be amended or changed 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 and 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.: · -·-

This manual Is comprised of two parts: The first 
part Is a book of rules, the contents of which must be 
strictly adhered fo In order to ensure safe operation. 
The second part contains Standard Operating Proce
dures (SOP's) wtafch serve as guidelines relating to the 
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operation of buses In passenger service. This manual 
reflects the MT A'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 safE!ty are not comprised. 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 must not violate 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 MT A 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 i~ kind. 

As an MTA Bus Operator, you are part of a trans
portation prganization which is second to none. You 
have every reason to possess the professional pride, 
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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 Callfomla which Is character
ized by Safely, Co&Rt-.,, •fld Service Rellablllly. 

J).~ . 
Daniel Ibarra 

. Director of Transportation 



How to Use 
· This Manual 

r 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 (S0Ps) 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: 

0 Safety Related 
II ADA Related 
m Corresponding SOP 
(Ill Corresponding Rule 
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Attention 

Major Infractions 

V lolatlon of the Authority's rules may subject an 
Operator to disciplinary action. Major infractlon.s 

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: 

[J Excessive absenteeism 
[J Insubordination 
[J Not properly accounting for passengers (NAP) 
[J Use of or possession of narcotics or drugs and 

failure to submit to a chemical test Immediately 
Q Accidents 
[J Mlssouts (MO) 
[J Absent without permission (AWOP) 
a Railroad crossing violations 
[J Falsification of. Sick Reports 
a Verbal threats or physical harm to an Authority 

Employee who Is carrying out his/her duties 
[J Gross misconduct, Including but not limited to: 

1. Failure to ~port an arrest and/or conviction 
2. Falsificatldn orforglng reports, records or docu

ments r 

3. Tampering with equipment 
4. Reporting to work In a condition that Is a hazard 

to yourself or o1hers 
5. Failure tG comply with appllcable laws and 

regulations after having been advised to do so 



6. Unnecessary ejectment of a passenger 
7. Discourtesy to customers or the public by use 

of threats, physical or verbal Intimidation, 
sexual, racial, ethnic harassment, 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 
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1 •• .......... nt 
This ~lcation governs the perfonnance and con
duct of all Bus Operators. At times, situations not 
covered by theae rules and procedures may arise. In 
theaelnstances,Operatorsmustexen::lsegoodjudge
rnent. All such situations must be 19portedtoa proper 
MT A repre&e1 dative. (See Rule 1.0S) _ 

A vlolation of any part of theae rules and/orfallure 
to exercise reasonable discretion, may result In dls
clpllnary action appropriate to the nature of the 
offense. 

1.11 ..................... . 

1.12 

It Is the responslblllty of each Operator to ensure that 
their copy of· Rulebook and Standard Operating 
Procedure manual Is comple18, Intact and up to date. · 

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

,., 
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1.03 

1.04 

1.05 

-1 ·2 

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. 

Standards of Efflclencr O 
The MTA has the right to establish standards of 
efficiency and require tests as deemed necessary to 
ensure the safe and proficient perfonnance of Opera
tors. Operators must successfully pass any examina
tion and/or test as required to detennine their ability 
to perfonn within these standards. 

Special Orders and Instructions 
Special orders and Instructions Issued In the fonn of 
bulletins, notices, memos and schedule letters, su
persede the rules and procedures contained herein 
and are to be obeyed while In effect. 

Compliance wHh 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: 
a MTA Executive Staff Officers 
a Division Management Personnel 
a MTA Supervisory Personnel 
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1.07 

, ... 1 

Reports 
All oral or written reports required by the MT A must 
contain complete, accurate Information and must be 
submitted by the Operator on the date of Incident 
unless relieved of the responslblllty by the proper 
authority. · 

MTA lmed Propert, CD 
Operators must have all MTA Issued property and 
equipment In their possession at all times while on 
duty. Any such property which ls-lost or stolen must 
be reported to the Division Manager on a Miscella
neous Report. (See SOP 1.101 & 2.109.Supplles) 

•------1.• 

• 1 •• 

111111111..,..,1,111t111oabnd8'll'lllrl' 
MallllOla .. 
Operators must consult the bulletin boards and check 
their mallbox 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. 

PerlO•IRecordl 
Operators must keep the Division Manager Informed, 
In writing. of their current address, telephone number 
and family status. 

. 1 ., 
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1.10 Laws and Ordinances O 

1.11 

1.12 

1 • 4 

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. 

Cooperation With Police/Fire Department 
AgenclesO 
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. 

licenses, Medical Certificates and Verification of 
Transit Training (VTI) Cards CD 
All employees responsible for operating MTA ve
hicles must have in their possession the required 
valid licenses, medical certificates and vrr 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. 
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Note: VTT certification Is offered by the MT A 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) 

PllplCII 111111111111111 
Operators through age fifty-four (54) must pass the 
State required physical examination every two (2) 
years. Addllonally, the MTA requires that 0peralols 
age flfly-ftve (55) and over pass a physical examination 
every year. The renewal dale wll be two (2) years from 
lledal9dllelastphyslcalexamallonorthelndlvldual'a 
ftfty-sbdh (561h) birthday, wtichever cornea first. 

• -1.-1.--.... --.----.. -.-•• ---------'---
An Operator unable to report for duty as scheduled 
must notify the Dlvlalon not leas than forty (40) 
minutes prior to acheduled sign-on time. FaDure to 
provide the "**'1tan 40 mlnulea notice may result In 
a rnlsaout. 

1.15 

• 
.......... Tl'IIII lllllrlcllw 
Operators who are off duty due to lllneaa or Injury or 
who are on Indefinite sick leave, must not leave the 
MTA service area without the permission of their 
DMalon Manager. Operators living outside the MTA 
service area are exempt from this restriction, but are 
limited to travel within the area of their pennanent 
residence. 

1•1 
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1.18 

1.17 

1-6 

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 report Intentions to retum 
to work. 

Doctor's Release 
An Operator must obtain a doctor's release In order 
to retum to work after having been absent for three (3) 
or more working days due to an Illness 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 wlll be allowed to retum to 
duty. In the event the release does not Indicate the 
nature of the Illness, the Operat9r will be pennitted to 
retum to work i,E?ndlng 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. 
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• 1.11 

1.28 

1.11 

• 

,.,.,,,, 

LDn1 TIIII Sick Lein (ner 3D ...,., CD 
Operators who are on long tenn sk:k leave must keep 
the MT A Informed, at least every 30 days, of their 
condition and probable retum date. Failure to provide _ 
the MT A wilh 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) 

Ope,rators retumlng from long tenn sk:k leave 
must receive clearance from the Human Resources 
Department and notify the Division Manager at least 
forty-eight (48) hours prior to resuming acllve duty. 

FllllllckRep ... 
Operators must not feign Dlness to procure sick leave 
or to avoid a mlssout or assigned work. Falslftcallon · 
of a sk:k report may result In dlaclpllne • 

................. ..,f)O 
Any personal Injury suffered by an employee while on 
duty, whether medlcal attention Is· needed or not. 
must be lmmedlately reported to a proper MTA rep
resentative. (See SOP 1.105) 

R111arllnlllckfnlllVICllltll 
Regular Operators retumlng from vacation must re
port for duty on the flrstacheduled wOfk dayfollowlng 
their vacation or be charged wtlh a mtssout. The first 
scheduled work day of an Extra Board Operator 

f•7 
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1.22 

1.23 

1.24 

1 ., 

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. 

SafetyO 
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, unde.r 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 mo 
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) 

Reading Whlle Operating 0 
Operators must not read any materials such as 
newspapers, books, letters, etc., while operating an 
MTA vehicle. 



.1.25 

1.21 

• 
1.27 

• 

,,,.., 

Electranlc DIiie• O 
Operators must not make use of any electronic 
device (personal stereo, hand held video game, 
telephones etc.) whlle operating an MT A 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. 

LDck111 . 
All lockers are assigned. The use of lockers to store 
flammables, flreanns or other weapons, Intoxicants, 
narcotics, amphetamines and derivatives thereof, or 
any other harmful drug Is prohibited. MTA manage
ment reserves the right to Inspect lockers at any time 
and assumes no responslblllty for loss or damage to 
locks or any artlcles stored In the lockers. 

Mnrlllln1 · . . 
No advertisements, cards, posters or signs other 
than those placed by the MTA or 11s agents, are 
pennltled either Inside or oulslde of MTA facllltles or 
equipment. Operators are not pennltled to display 
any advertising, polka orrellgloussllckers, or badges 
on their equipment boxes or unlfonns. Operators 
must ensure that MTA authorized service pamphlets 
and advertisements are safely secured. 

1•1 
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1.28 Restroom Facllltles O 

1 • 10 

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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2.11 

Z.12 

This sectloncontalns specfflc rules govemlng the dally 
duties and responslbllttles required of all Operators. 

R111art1n1 fir Dlly 
Operators reporting for duty must be In proper unlfonn 
and fully equipped to work at the time and place set 
forth by their assignment or as Instructed by MTA 
supervisory persomel. 

MlllnllrD 
Operators must report for their assigrments at the 
scheduled time or they wll fJe charged with a rnlssout 
·unless they notify the approprtate·managementrepre-· 
sentalive of their lnabHlty to report, due to Hlnesa, not 
less than forty (40) minutes prlortothe scheduled sign
on time. If given a new sign-on time, falure to report In 
person within eight (8) hours will result In an addltlonal 
charge of Absent Without Pennlsslon (AWOP) • 
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2.03 

2.04 

2 .• 

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). 

Badge Reader System CD 
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 
ofeachasslgnment.Operatorsmustshowtheirwatches 
to MTA supervisory personnel upon request. 

2.06 Supplies CD 

2·2 

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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PIii-Nii, Plll·ln ad Olf-rollte Trips m 
Operators must strlcUy 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) 

LIIIPlll-01110 
Operator puffing out of the division yard In excess often 
(10) minutes late, for any reason, must notify the 
Control Center. 

111111111111111111111m 
Deviations from established routes are prohl>lted un- · 
less dlrecled by law enfolcement, fire department or 
MTA supervisory pe1801'i181. When directed to detour 
by anyone other than MTA eupervlaory personnel, 
Operators mustlnwnedlalaly nollfythe Control Center. 
(See SOP 2.114) 

AllllllfPIIII 
Operators acheduled for relief must not arrive at the 
relief point more than one (1) minute ahead of the 
acheduled relief or departure tine. Operators falling to 

· get relieved mustnotwaltatthe relief point longerthan 
one (1) minute after the acheduled relief time unless 
the Operator making relief Is In sight. If the Operator 
making relief Is not In sight, the Operator scheduled to 

,., 
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2.11 

2.12 

2-4 

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. 

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. 

Running Time 
Operators shall govem 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 supervise~ 
personnel, Operators must depart the terminaVla. 
over at the scheduled time. Operators shall exercise 
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2.13 

• 2.14 

2.15 

• 2.11 

..... , 
good Judgement In an efforttoasslst In providing timely 
service and must notify the Control Center for authori
zation prior to deviating from the schedule. Operators 
must distribute running ~ evenly. 

Alllllncllll ,.,. Zone LIIIIII and Inspection 111.D. 
ClllcbCD 
Operators must clearly announce fare zone check . 
points and requestcustomerstohavethelrfarechecks 
ready. Upon arrival at the fare zone check point, 
Operators mustlnspectand/orcollectthe zone checks 
to verly proper fares. (See SOP 2~ 117, 8.125 & 8.128) 

lllpl • TIii Arllnd ....... 11111 DIIDIII 0 
While operating llrough detours and on turn-anxnl 
loops, stops must be made at any ln18rsectlon where 
It Is safe to allow customers to board and/or alight. 

...,... 11111 Cl0 
Operators must follow all procedures for spotting and 
securing vehlcles In layover zones during the layover 
period. 

When layover exceeds one (1) minute, the engine 
must be tumed off. (See SOP 2.118) 

v1111c11 Llllltl .. ...,.. , 1111111111 mo 
During hours of darkness, lie proper ln18rlor and 
exterior lights must remain on. (See SOP 3.107) 

,., 
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2.17 Noise 

2.18 

2.19 

2.20 

2.21 

z., 

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

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

Unattended Buses COO 
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. 

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 Is Inoperative, the Operator must properly secure 
the vehicle, proceed to the nearest call box and re-
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2.23 
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2.24 
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• 

, ..... , 
quest that the CHP Operator notify the MT A's Control 
Center. Operators must never attempt to cross the 
freeway lanes on foot to reach a call box. 

O,erat1n1 Wldle 111 • F1t11•dO 
Operators must not operate an MTA vehicle If their 
abllty or alertness is inpaired as a result of Rlness, 
fatigue Qr any other condition that could create a safety 
hazard. Operators experiencing such conditions must 
Immediately report the problem to the Control Center 
or other proper MTA supervisory persomel • 

.............. 
Except for MTA mechanics, MTA supervisory person
nel, Transit Pollce and/or 8ludent Operators assigned 
for lnstrucllon, MTA vehlcles may only be driven by 
assigned Operators. A vlolallon d this rule is consid
ered gross misconduct and may result In dlsclpllne. 

Tr111p1rllna IITA 111111111111.Arllcl• 
Operators rnustcany and deliver articles to the proper 
destination when Instructed to do 80 by authorized 
MTA supervisory persomel. 

. LIii Arllcl• 
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 approprt-

1·1 



ate management representative at the Division the 
day the item is found. 

2.21 Carrying of Anlmals m 
Operators must transport authorized animals In accor
dance with the guidelines set forth on the Standard 
Operating Procedures. (See SOP 2.122) 

2.27 Identification at an Accident Scene m 
When Involved In an accident, an Operator must 
supply law enforcement officers and the other party(ies) 
involved with: 

a The Operator's name . 
a The Operator's badge number 
a The Operator's division number 
a The MTA's vehicle number 
a The Operator's driver's license 

number 

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

2.28 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. 

2•8 

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. 

Reqwts fir Allllllnce mo 
Any requests for emergency assistance must be made 
through the Control Center. Operators may personally 
request the assistance of & · law enfomement officer 
located at the scene; however, the Control Center 
must be notified as soon as possible. (See SOP 2.124) 

ee.., Canis mo 
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, 1en (10) penclls and an accident lnformallon 
envelope In thelrpoaaeaalon while on duty. (See SOP 
2.125) 

U1 Vlldcll Acclllillll/lllCIIIIIII llrlltln llellart(DO · 
Any accident or Incident. actual or alleged, requires a 
written Vehicle Accident/Incident report at the end of 
the work asalgrwnent. The Division Manager must be 
notified If the wrltl8n reportcamotbe made on the day 
of occurrence. (See SOP 2.126) 

, .. 
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2.32 

2.33 

2·10 

Vehlcle Fire Report mo 
A Vehicle Fire Report fonn must be completed when 
involved in a vehicle 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 
fonn. (See SOP 2.126) 

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

a The Operator's name 
a The Operator's badge number 
a The MTA's vehicle number 
a The MTA's address and pho,ne 

number 

Place a note with the listed lnfonnation In a visible 
place on the object struck. The Control Center must be 
notified immediately and a Vehicle Accident/Incident 
Report (SAFE-3) must be flied 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) 



.2.34 

2.35 
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2.37 

• 

..... , 
HIid-Ups, D....._ces and Altll'Cltloa mo 
Operators must report all hold-ups, disturbances 
ardor allercallons to the Control Center as soon as It Is 
safe for them to do so. (See SOP 2.1'0, sections 9 & 10) 

Wltnea Realorll ltO 
Operators who witnesses anaccklentorlncldentwltt*I 
fifty (50) feet of llelr MT A vehicle must report lie 
Incident to lie Control Center as soon as possible and 
1HeaVehlcleAccklent/lncldentReportuponthecomple
tlon of the assignment. (See SOP_ 2.126) 

Clafldllltlllllf II Accident See• 
The particulars of an accident and lie mechanlcal 
condition of equipment must not be dlacussed wllh · 
anyone other than MTA supervisory or mak1t8nance 
per&OI 1181. Any exchange of Information must take 
place away from customers. lndlvlduals requesting 
Information or 8latemenl8 must be dlrecl8d to MTA 
supervlsoly pe,aonnel. . 

... , ....... , ....... 0 
Operators must not Insist upon compliance wllh a rule 
to the point of Jeopardizing their safety. Avoid sftua• 
tlons which may lead to altercatlons or cauae hann to 
the employee and/or customers. An Operator must 
quote lie rule once and, If lie lndlvldual refuses to 
comply, complete an Unenforoecl Rule Report (Form 

,.,, 
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. 2.38 

2.39 

2.40 

2.41 

2·12 

32 56A). All Unenforced Rule Reports must be turned 
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 must check 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. 

Disabled Bus Outside of Division Yard cno CD 
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 a mechanic 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[3D 

Accept1111 •• C111n1• 
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 falls 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. 

2.G lwl lllll ., II 

2.44 

Buses In the Central Buslnea8 District (CBD), IChed
uled to make comectlons ·at the Owl line-up, must 
allow transferring customers .aufflclent time to board . 
their desired buses. Operators shall not depart the 
li1e-up location until such time as directed by MTA 
supervisory persomel. (See SOP 2.133) 

llwl Cllllctl-11 
Whenever a acheduled Owl ccr."18Cllon Is not made 
Operators must notify the Control Center and, If the 
COOi'18C111 .g bus In not In sight after waiting three 
minutes, continue In service. (See SOP 2.134) 

,.,, 
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2.48 

2.47 
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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 buses entering the zone. 

Operators must check their paddleboards for spe
cial notations regarding line connections. 

Completion of Assignments 
Operators must complete all scheduled trips unless 
otherwise Instructed by MTAsupervisory personnel or 
law enforcement officers. When directed by law en
forcement officers, the Control Center must be notified 
immediately. 

Bus Check Prior to Pull-In O 
Upon arrival at the last scheduled terminal, the Opera
tor must check the bus for lost articles and.lor sleeping 
or intoxicated persons. Customers mustneverbecanied 
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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, ........ 
At the completion of each dally assignment, Operators 
must tum In the following: 

O Operator's Dally Report card 
O Transportation's copy of· the Operator's Vehicle 

Condition Report card 
0 Paddleboard 
0 Unused timetables 
O Unused, over punched and collected transfers 
O Copies of Issued refund receipts 
O Any additional required reports 

VlellllonllfllllrllflerllNCDO 
Any Operator who for any reason violates the regula
tions regarding hours of service or driving time must 
notify the appropriate management repese1 dallve 
lmmedlately and submit a Lale Sign Off lnsufflclent 
Restform,explalr*'Dtheclrmnstances,atthecomple
tlonoftheasslgrment. (SeeSOP 2.110, 2.111& 2.112) 

Elcllln11 If Allllnaents 
Operators may not exchange daly asslgrmenls wllh
out first obtaining pennlsslon from the Division Man
ager or deslgnee • 

l•fl 
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2.51 Operator's Dally Report Carda 

2· 16 

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. 
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3.80 General Statement 

3.D1 

3.02 

This section contains rules govemlng the safe opera
tion of MTA vehicles and equipment. 

Pre-Plll-nt SafetJ lnspectl• OBI 
Operators must perfonn a pre-pull-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) 

......... Velllcle Cadlll• lllpart OCD 
Afterperfonnlng the pre-pull-out safety Inspection, 118 
Operator must complete the Operator's Vehicle Con
dition Report card prior to leaving the division yard. 
This card must be kept In the receptacle provided unlil 
the bus Is pulled Into the division yard. If a safety defect 
Is fotn:t, the Operator must contact the Maintenance 
Depar1ment. 

Operators making relief must conduct an ln-ser-
. vice safety Inspection. Operators should nol8 any 

defects or damage occurring after making relief on 118 
Operator's Vehicle Condition Report card. This card 
must be kept In the receptacle provided until the bus Is 

,., 
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3.03 

3.04 

3·2 

pulled into the division yard. If a safety defect is 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) 

In-service Safety Inspections OCDCD 
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 
reliefOperatorormechanicconductingthebuschange. 
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) 

Operation Within DlvlslonJStorage Yard om 
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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, .................. ,,.110 
Arr/ attempt to adjust. alter or tamper with the position 
or normal operation of any MTA equipment such as 
wheelchair lifts, thermostats, governors, fareboxes, 
door mechanisms, radios, alarm systems, etc., Is 
strictly prohibited. .. 

The attactment of wires, hooks or clips to MTA 
vehicles Is forbidden. Operators finding such objects 
~tovehlclesmustnotlfythe Control Center and 
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 wlndshleld, driver's side window, dash
board or divider behind the Operator's ieat for any 
purpose unless directed to do so by MTA supervisory 
personnel. 

a.• 11,aom 

• 

Operators are to display proper bus Ml numbers, 
destination ~ route signs at all times. When buses 
are operating out of service o,,. pull-out, pull-In or off-· 
route bips, a "Not In Service" headslgn 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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Starting or Stopping of Engines om 
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 om 
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. 

Use of lights om 
Headlights, clearance, and taillights must be on during 
hours of "darkness," which are from one half (l-2) hour 
after sunsetto one half (l-2) 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 turned on. 
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On in-service Interurban busesequlppedwllh read
Ing lights the dome lights may be tumed 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 lie 
Interior of a bus Is darkened due to Inclement weather, 
operating through tunnels (except Gibson Tunnel on 
lie Busway) or when shaded stree1s andlortlnted bus 
windows reduce Inside lighting to lie point where 
nonnal 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.oncomlngvehlcle at 
a distance less than five hlnlred (500) feet. High 
beam headllghls must never be usedtoslgnal another 
vehlcle. Upon entering lie contra-flow lane, head
lights of lie bus must be tumed on (low beam) 1.1111 
leaving lie lane. 

Al light circuits must be tested one (1) hour before 
Slffl88tsothat. If necessary, replacement can be made 
before llghts are needed. (See SOP 3.107) 

Can If 1'lrll 0 
Except when curbing wheels for proper aecurement. 
vehlcles must be operalad In such a mamer that lie 
tires do not come In contactwllh lie curb or any object 
that could damage lie tires. If damage Is done to lie 
tires, lie Operator must note It on lie Vehicle Condi
tion Report Card and complete a Vehicle At:dtdem/ 
Incident Report 

In lie event of low air pressure or a flat tire on any 
MTA vehicle, lie Operator must Immediately stop lie 
vehicle In a safe place and notify lie Control Center. 

,., 
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3.13 

3.14 

Backing the Bus am 
Operators shall not back a bus unless absolutely 
necessary. If it becomes necessary to back the bus, a 
reliable guide and good judgement must be used. (See 
S0P3.108) 

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

Vehicle Cleanliness a 
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 Departmenl 

Once In service, Operators must Insure that the 
Interior of the bus remains clean and free of debris. 
Accumulated paper and other trash must be 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 Ventllatlon a 

3·6 

The climate control switch must be In the •on• position 
when operating in service. Should the climate control 
system fall, prudent judgement must be exercised 11 

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 fall 
on a bus equipped with customer windows thatcamot 
be opened, the Control Center must be notified. Note 
all ventilation system defects on the Vehicle Condition 
Report card. 

Prep• 1111 If V1lllcl1 Cllllroll 0 
The conbols of vehlcles must be handled In a smooth 
and efficient manner to ensure customer safety and 
comfort. Under no clra.mstances shall any door con
trol be engaged for braking purposes • 

3.17 llllfWladlllllllllllpe11C 

3.11 

When It is necessary to uae wlndshleld wipers, both 
wipers must be used. 

Dlrll'lllnll 11111110 
Dlrecllonal signals must be property used to lndlcal8 
any lldended change of direction such as tums, nego
tiating bus zones and changing lanes. Ann signals 
may be used In addition to d1'81.""1ional 8lgnals when 

· considered necessary. 
When leaving the bus stop, the lefttumalgnalahal 

notbeacllvatedl1'1111thecustomershavebeenboarded 
or alighted and the doors are securely closed. 

1•1 
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3.20 

3.21 

3.22 
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Gauges and Indicator Lights OCD 
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) 

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

Following Distance OCD 
Operators must allow sufficient distance between MTA 
vehicles and vehicles ahead to pennlt a safe, con
trolled stop.(See Rule 11.02 & SOP 3.128) 

Operating Speed OCD 
Operators must maintain a safe speed while attempt
ing to remain on schedule. Safety must never be 
sacrificed for schedule. Extreme caution must be used 
when operating within any principle business district or 
congested area. The speed of the bus must be gov
erned 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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3.23 

• 

,...,,,, 

biles only. Buses must reduce speed to ten (10) mph 
below that of the posted exit speed. 

When rnaki1g a rlghtorlefttum, 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) 

llpll'atl• ......... Centrol" om 
Operating -Under Control" means that the vehicle 
must be operated In such a mamerthat a stop can be 
made safely with a nonnal appllcation 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 umatural or unsafe driving poalllon, . 
and must not engage In any acllvllythatcould lnlarfere 
with the proper obaervallon of traffic or the safe opera
tion of the vehicle. 

3.24 AttlallllllnlllDr111110, ... 

• 3.25 

When opeulllng any MTA vehicle, Operators must 
devote tun all8nlion to driving and traffic conditions. 
Operators must not engage In any Ul'li'l8C881&ry con
versation whle operating the bus • 

.... llrlwlR1Plllll•O 
While operating any MTA vehicle, Operators must not 
use any part of the dash, side panel, farebox support 

, .. 
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3.28 

3.27 

3.28 

3· 10 

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

Intersections/Crosswalks (Gridlock) om 
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 turns. (See 
S0P3.128) 

Traffic Slgnals OCfl 
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 ~lgnal turns green and the Intersec
tion Is safe to enter. Buses stopped at nearside bus 
zones must remain In that position until the signal turns 
green and It Is safe to proceed. 

Emergency Buzzer and Warning Ughts 0 
In the event an emergency buzzer or warning 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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Pllhlng • TDW1n1 O 
Unless authorized by MTA supervisory persomel, 
pushing or towing any MTA vehicle by a non-emer
gency vehicle Is prohibited. Before any MT A vehicle 
may be pushed or towed, all customers must be 
requested to alight unless Instructed otherwise by law 
enforcement or MTA supervisory personnel. . 

Mlcllllllc ....... • Velllcle • 1111d CIII 0 
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 speclflcally 
Instructed to do 80 by the mechanic performing the 
work. 

3.31 lflk• l...,.lrnr O 

3.32 

• 

If the window or mirror of a vehicle ls cracked or broken 
while In operation, theOperatormuatnotlfythe Control 
Cenler lmmedlal8ly and, at the conclusion of the 
assigrment, complete a Vehicle Accident/Incident 
Report. . 

1tand111 •-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 nnri'lg for more 

,. ff 
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3.34 
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than one (1) minute. When it is necessary for the 
. Operator to leave the bus unattended, the engine must 

be turned off. 

Door Operation om 
Operators must not open or close doors while the bus 
is In motion. At no time may the rear door be used as 
a brake. The bus must come to a complete 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) 

Vehlcle Check at Une Terminal O 
Upon arrival at line terminals, Operators must Immedi
ately select their proper destin_ation signs and then 
Inspect their buse$ for: 

Cl Sleeping or Intoxicated Persons 
Cl Lost Articles 
Cl Debris 
Cl Damage to Equipment 
Cl LowTires 
Cl Loose Advertising Signs 
Cl Proper Lights (at night) 



.3.35 

3.38 

• 3.37 

3 •• 

• 

, .... , 
lrade Operatl• OlD 
Operators must never hold a bus on an upgrade by lJSi,g 
the 1981'doori11erlock orbydepressi,g the acceleratorto 
elevate the engine RPMs. (See SOP 3.127) 

._._ ..... ,.a 
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 tl1III the ii ,leilock Is complelaly released.The 
ii lleflocksyalam must never be~ as a parking brake. 

Olllb1ct1111 • lllzlnll In la ZIIIIIOlD 
When an obstruction or hazard In a bus zone makes It 
inposslble to safely pull the bus Into the zone, the 
Operator must spot the bus four (4) feet from and 
parallel to the curb. (See SOP 3.137) 

llrllt EICIIIIIIII, Wlllll11 • lllzlrdl 0 
When approaching and passing locallons where con
strucllon, 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 aver 
excavation work covered by steel plates, buaee must 
not exceed 15 mph • 

1•11 
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3.39 Fire Hoses o 

3.40 

3.41 

3.42 

3· 14 

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 OCD 
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) 

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. 

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. 



• 
3.43 

3.44 

• 

'""""' 
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. 

F1n1r1I PrlCIIIIDIII 0 
Operators must not drive through or otherwise Inter
rupt a ~ral proc:88Slon. 

Ellll'IIIC, Velllcla O . 
Upontheapproachof anemergencyvehlclewlth llghls 
and/or siren activated, Operators must lmmedlately 
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 remu, In position tnll · 
the emergency vehicle has passed unless direcled 
otherwise by law enfoament persomel. 

3.45 Clrll111 0(11(1 

• 3.48 

When operating buses.In a caravan Operators must 
adhere to rules regarding following distance as out
lined In Rule 3.21. Under adverae conditions or when 
speeds exceed forty (40) mph, addlllonal time, five (5) 
seconds or more, Is required. (See SOP 3.128) 

lclllllZIIIO 
When operating through aschool zone when studenlB 
are present, Operators must proceed with extreme 
caution at aspead not to exceed twenty-five (25) mph. 

,.,, 
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3.47 

3.48 

3.49 

3.50 

3.51 

Off-Streat Tarmlnal/Statlon Operation om 
While operating through off-street terminals and/or 
stations, Operators must not exceed eight (8) mph or 
the posted speed limit and shall be governed by the 
instructions of the Service Director or MTA supervisory 
personnel. (See SOP 3.142, 3.139) 

Freeway Bus Stops om 
In service Operators must operate through designated 
bus turnouts 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) 

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

Slow Moving Vahlclas (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. 

Railroad Crossings om 
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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, ... , 
Apprucbl111 Rallraad Croalnp om 
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) 

1t1111111111r11111 Rallrlld Crllllnp om 
Upon approaching any non-exempt raffroad crossing 
whether In-service ornot-tn-se,vbt, 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 
lnwnedtately after the crossing ts necessary • 

The Operator must stop ata polntwherethetracks 
can been seen clearly In both directions. Such stopa 
must be made not less that fifteen (15) feet nor more 
than fifty (50) feet from 118 nearest ral of 118 crossing. 

After rnalmg 118 required stop, 118 Operator must 
not proceed over 118 ralroad crossing 11'1111 having 
listened forll8 aotnl of, and looked In both dlrecllons 
along .. track forll8 approach of, any train. If neces
sary, 1180peratormustallghtfromll8busandvtsually 
Inspect 118 track to detannlne that It ts clear and that 
the railroad crossing can be crossed safely. 

When approaching a stop sign at the railroad 
grade crossing, 118 Operator shall stop at a llmlt line If 
marked. Otherwise, .. Operator must atop before 
enterlngll8crosswalkonll8 nearside of118 lnl8rsec
tlon. 

If 118re ts no llmlt line or crosswalk, the driver shall 
stop at the entrance to 118 Intersection roadway or 
raffroad grade crossing. 

,.,1 



Ru,.book • V1hlt:11 Opnlloa 

3.54 

3.55 
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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 tt,rough, 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 Railroad Crossings om 
Operators are not required to make a complete stop at 
railroad crossings where the "exempt'' sign is properly 
displayed. However, stops must be 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) 

Controlling Speed Whlle Crossing Tracks om 
The speed of the bus must be controlled by the 
Operator so that the transmission of the bus will not 
shift until the railro~d tracks have been crossed. 

Under no circumstances will an Operator attempt 
to cross the railroad tracks under the following condi
tions: 

Cl Activated guard rail 
Cl Flashing lights 
Cl Flagman's waming of an approaching train or car 
Cl Visible or audible approaching train 

If an Operator Is stopped at a railroad crossing by 
a mechanical wamlng device or railroad crossing gate 



• 
,, .. , 

and said device or gate Is defective ~using ltto remain 
acUve, the Control Center must be notified Immedi
ately. With the pennlsslon of the Control Center, the 
Operator may proceed through a defective flashing 
wamlng 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 hi any manner to pennlt the passage of 
a bus.Operators mustrequestMTAsupervlsory assis
tance from the Control Center. 

Should a bus become stalled on the rallroadtracks, 
the Operator must Immediately request and assist 
customers to allghtto a place of safety and then make 
every effort. under the existing conditions, to signal 
any approaching train. (See SOP 3.145 -3.1.48) 

•------

• 

3.58 Accldllll at ........ Croa111 
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 contacli ag the Control Center and checking for 
damage. If the bus camot 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 tra, 
approaching • 

,.,, 
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Slow Orders o 
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 0 
Allowing any MTA vehicle to coast with the transmis
sion lever in neutral is strictly prohibited. 

Company Equipment Assigned (CEA) Units 0 
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. 
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Code of Conduct 4 

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

4.01 Dlsclpll• 0 

4.02 

Violation of the Authority's rules may subject an Op
erator to dlsclpllnary action up to and including dis
charge. 

flghtlngO 
Rghtlng is prohibitedexceptin 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 
lndlvldual for the purpose of confrontation • 
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4.03 

4.04 

4.05 

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 not engage in behav
ior which brings discredit upon the MT A and/or its 
employees. 

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

Acceptance of Service Inspector's Written Notice 
of Vlolatlon 
When a Service Inspector gives written notice to an 
Operator of any violations observed, said report is to be 
accepted courteously and without incident Any Operator 
who verbally or physically abuses a Service Inspector will 
be subject to appropriate disciplinary action. 

4.06 Arrest 

4-2 

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 



•· -· 

• 
4.11 

• 

...... , 
MTA and/or fellow employees may be considered 
gross mlscondtict. 

Traffic Vlllatl1a o 
Operators Issued traffic citations while operating MT A 
vehicles must submit a MlsceDaneous 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. CallfomlaState Law requires thatcommen:lally 
llcensed drivers convicted of a traffic vlolatlon outside 
the Stata of Callfomla, notify both their employer and 
Callfomla Deparbnent of Motor Vehicles. 

llltalClllll, llrCIIICI m llnpO 
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 ablllty to perfonn 
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 
MTAproperty.Operatorssuspecled of being underthe 
Influence of alcohol or drugs or the residual effects of 
drugs may be required to submit Immediately to a 
chemlcal test. Refusal or failure to submit to this test 
lmmedlal81y wDI constitute gross misconduct. 

• 
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4.09 . Possession of Weapons Whlle on MTA Property a -
Operators shall not use 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. 

4.10 

4.11 

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. 

Tobacco/Smoking Restrictions 
Smoking is prohibited in any MTA vehicle an'd in all 
MT A 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. 

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: 

a No gambling of any kind is permitted. No money, 
tokens, chips or other monetary substitute may be 
used. 
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a No card games generally assoclatedwfthgamblq 
may be played. These g~ Include, but are not 
limited to: poker, black Jack, red dog and acey 
ducey. 

a Card playing In areas other than the tralnroom Is 
prohibited. 

a The playing of cards, dorniloes, checkers ~ 
. chess will be permitted durl(lg designated hours 
provided there Is lio Interference with Division 
operations. 

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

Unauthorized Use of MTA Property • Time 
The use of MT A property, time or personnel, for other 
than MTA business, Is prohibited. 

Safeguarding MTA Propertr 
Operators mListprotectMTApropertybystoringequlp
mentproperly, partlcularly at outside locations. Care In 
the operation and use of MTA equipment must be 
exercised. Acts ofivandallsm and other Incidents re
sulting In damage must be reported Immediately. 
Operators must" not engage In acts of vandalism or 
littering on MT A vehicles and properties. 



Rulebook • Operatlrs' Cod, of Conduct 

4.14 Food/Beverage on Board (By Operator) a 

1
4.15 

4.18 

The consumption of foods and/or beverages on board 
MT A vehicles Is permitted In the Division yard during 
the pre-pull-out period, and at terminals and layovers, 
under the following conditions: 

' 
CJ 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; 

CJ All empty or used containers must be placed in the 
trash receptacles and the area inside the bus must 
be kept clean; and, -

CJ 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. 

Transporting Friends or Relatives a 
Transporting friends, relatives or other unauthorized 
personnel on not-In-service trips In any MT A vehicle is 

· prohibited. 

Misuse of. Employee Pass 
Operators must not allow their passes to be used by 
unauthorif ed persons. Dependents who allow unau-

• 
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' 
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thorlzed persons to use their passes will lose pass 
privileges. 

Occupying Seats to the Exclasloa of Fara 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 Ll1'18 
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 right side 
of the bus. • 

Soll citation 
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 d°ISbibuting or displaying unau
thorized materials on MT A property or vehicles. Making 
lewd or suggestive remarks to customers or soliciUng 
addresses and telephone numbers is prohibited • 

Wage Garnishments 
Operators who fall to f1188t their financial obligations, 
resulting In gamishmentfor more than one Judgement 
may be subject to disciplinary acUon. 
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4.20 Employment Excluslva 
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. ' 
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5.02 

• 

leneralltate•nt 
Since an agency's public Image Is largely Influenced 
by the appearance of Its employees, MTA Operations 
personnel must maintain a neat and bushiesslike 
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 govemlng the appear
ance of Operators • 

.... ............ _ 
When reporting for duty Operators must appear neat. 
clean, orderly and dressed In a regulation Operator's 
unlfonn as described In Rule 6.01, Section 6 of this 
book of rules. · 

llllrO 
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 

5.04 

s-z 

Moustache, Beard and Sideburns 
Moustache, beard and sidebums must be trimmed 
and groomed. 

Flngemalls mo 
In order to ensure maximum control, an Operator must 
be able to fully grip the steering wheel. As a safety 
precaution, an Operator's fingemalls must not be of a 
length which would prohibit making a clenched fist with 
the nails hidden from view. (see 3.117) 
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&.• Gen1r1I Statement 

8.01 

8.02 

This section contains rules govemlng the Operator's 
unffonn authorized In 1994. When reporting for duty, 
the unffonn must be neat, clean and wrinkle free. 
Shoes must be shined. 

llnlfmDICD 
Operators must report to work In regulation unlfonns 
as preacribed herein. This Includes reporting for In
struction or additional quallflcatlon. Employees who 
are off duty must not wear the unlfonn at any time or 
place that may bring discredit to the MTA. Operator8 
wll 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. wod< In regulation uniform 
that Is neat and clean, may result In removal from 
service. (See SOP 6.101) 

····-Unlfarll The prescribed minimum unffonn must be worn when 
on duty. The wearing of partial uniforms will not be 
pennltled, 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: Unfformshirt, unfform trousers, black 
belt, black shoes and black or navy blue socks. Regu
lation neckwear must be wom when wearing the 
unHorm long-sleeved shirt. 

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

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

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

&.03 Jacket 

6·2 

Mens's: ·Eisenhower" styling 

Ladles': Modified blazer design. All jackets have light
weight, Insulated removalbe liners. 
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Bomber Jackets 
Unisex styling. Fabric Is Dupont Con:lura9 nylon; dark 
navy In color with front zipper closures. Features a 
lightweight, Insulated zlpout liner with full sleeves and 
adjustable snap cuffs. 

11'8111111 
Designed with western-style pockets, pennanentfront 
creases, and straight leg styllng. The center rear 
waistband of the ladles' trousers has a l'IOl'H'OII, sbe1ch 
background • 

.....,. ..... 
The long-sleeved shirt Is designed In dreas-styllng 
with front and rear pennanent creases. The short
aleevedshlrtlsdeslgned lnsport-atyllngwllhaaquared 
bottom edge. Ladles' blouse Is ldenllcal to 118 men's 
except for minor design variations. 

If a short-sleeved shirt Is worn with a necktie or an 
Elser.hower or blazer style jacket, the shirt must be 
tucked Inside the trousers; s~ on all ahlrt8 must 
not be tucked under, folded or rolled up. Only the top 
collar button may remain unbuttoned lfneckwearlsnot 
wom. 

Regulation neckwear must be worn with long
sleeved uniform shirts • 

,., 
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&.O& Sweaters 

6.07 

••• 

8.09 

S·4 

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. · 

Neckwear 
Men's tie consist of four-in-hand styling and the ladies' 
ls 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. 

ShoesO 
Footwear ls to be black only, solid In color, hard soles 
with a polishable finish. Limit on heel - one and three
eights (1 % ) Inches high at Instep, sole one-half(½) 
Inch thick. Closed toe and of conservative style. Dress 
Boots: Black, solid color, with pollshable finish. Trou
ser leg must remain outside boot at all times. Limit on 
heel-one and one-half (1 ½) lnchesatlnstep,sole one
half (½) Inch thick. 

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 acceuorles - 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. 

BadgesandEmblema-MTA-lssuedshoulderpatles 
with embroidered badge number shall bewom on both 
sleeves. ·of all uniform shirts, sweaters and Jackets. 
Operators wlll be allowed to wear United Transporta
tion Union emblems not to exceed one and one-half 
(1 ¥.2) Inches In diameter on the left breast pocket flap 
only. One approved MTA-lssued service award or 
other approved pin may be wom on the right breast 
pocket flap only. No olher pins or emblems are allcMed • 

Undershirts - Any undershirt wom beneath the uni
form shirt that may be vtsl>le when not wearing a 
necktie must be whim with no letlerlng or graphics that 
may be seen through the unlorm shirt material. The 
sleeve of tmdershlrt Is not to exceed the length of the 
uniform shirt sleeve. 

Service bars· Regulation Transportation Department 
Issued only. One bar Is Issued for f/Very five years of 
service. Bars are displayed on the left sleeves of long· 
slef!IV8d 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 

••• 
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6.1 O Watches m 

,., 

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) 



• Operatar!Customer 
Relations 7 

1.• 81n1r1I S11t1•nt 

• 7.81 

• 

In order to reflect a positive Image of the MT A, It Is 
Imperative that Operators · become familiar with and 
adhere to the rules and procedures govemlrlg effec
tive customer relations • 

c .............. 
Operators shall treat customers In a courteous, re
spectful and professional mamer at all times. Cour
tesy Is the key to conllnual 8U0C88I In any public 
enterprise. 

MTArecognlzes1hatoccaalonallydurlngthecourae 
of extendilg service to oor customers, a balance 
should be struck betweenatrtctadherencetostandard 
operating procedures and acts of professional cour
tesy. While rules and basic aafety practlce8 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 lnl8rest 
of courtesy and personalized customer service. 
Prli1cples of safety must never be compromised. (See 
S0P7.100) 
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Assisting Customers OIi CD 
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) 

Calling StopsO II CD 
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 
reach their 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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,_nger Step Request Slgul O 
In order to allow customers to signal their Intent to 
alight, the "Stop Request Signal Switch" must be In the 
''ON" position at all times. 

Connrutlon O 
In the Interest of safety, Operators must avoid all 
unnecessary conversation while the bus ts In motion. 
Questions must be answered briefly and polllely, with
out diverting attention from the road. 

, .. n ....... ntsom 
A reasonable effort must be made to collect a proper 
fare. A reasonable effort Is corisldered 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 puratie the rna118r. An Una,
forced Rulecardrnustbeflledoutandaubmltladtothe 
approprlal8 managment representative upon comple
tion of the assignment. (See SOP 8.102) 

Enflrc1•1nt II Las, Onllnlncel a lffA P11cJ 
When requesting customers to comply wllh laws, 
ordinances, and MTA poltcfes, Operators must be 
respectful and clvll. Requests for compliance should 
be made only once. If the customer falls tocomplywllh 
the request, the Operator must not pursue the rnatl8r • 
An Unenforced Rule C8rd must be completed and 
tumed in to the appropriate management representa-

7•1 
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tive at the Division upon completion of the day's 
assignment. 

Detaining Customers O 
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. 

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 must not be ejected. However, Hthe situation 
warrants, the Operator should contact the Control 
Center for police assistance. 

All ejectrnents must be reported to the Control 
Center. Additionally, H 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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lllfal111 Tra11111artat1•0 
An Operator may refuse transportation to any 
lndlvldual(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. 

Pllsln.-U, cata ... o 
Operators must make every effort to Insure that cus
tomers are not passed-up. As~ 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: 

CJ When Instructed to do so by MTA supervisory 
persomel. · 

CJ When the customer load Is at full capacity. The 
Control Cenler must be contacl8d any time cus
tomers are passed due·to a capacity load. Upon 
resumption of nonnalftMfflue service; the Control · 
Center must be contacted and given the location 
where service was resumed and an approxlmala 
number of customers who were passed. A Mlscel
laneous Reportdeacrlblngthectrcumstancesmust 
be submltled to the Division Manager. 

CJ When two buses on the same line and roul8 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•1 
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7.12 

7.13 

7.14 

1•S 

must not pass a bus that is loading in a zone without 
first determining that customers are not being 
passed-up, and Express or Limited buses must not 
pass any designated Expr~ss or Limited stop with
out first determining that customers who may want 
such service are not being passed-up. 

Not In Service Trips • Customers 0 
Customers will not be allowed to ride buses on ·Not In 
Service• trips without authorization from proper MTA 
supervisory personnel. 

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

Articles Carried Onboard MTA BusesO 
Customers will be· allowed to carry articles aboard 
MT A 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 ils size or nature of contents 
creates a safety hazard ls prohibited. The following 
Items must not be carried on MTA buses: 

a Glass or sharp objects, not properly packaged; 
a Bicycles (except on designated lines); 
a Surfboards; 
a Explosive, flammable liquids or materials; and 
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CJ Any Item likely to endanger the safety of the cus-
tomers. 

Note: Disabled persons must be allowed to board with 
respiratory equipment and/or portable oxygen tank. 
Additionally, any type of walklng aid Is permitted. 

Wlllll.lrdllllllltl C111t1•11 oa ID 
In compliance with the Americans with Disabilities Ad 
(ADA), Operators must make every effort to accom
modate customers with dlsabfflties and afford auch 
persons equal access to MTA services. By law, effort 
shall Include the request that able persons occupying 
elderly/disabled priority seats sunenderthem In defer
ence to the boarding disabled party. While Operators 
are required to make the request, they shall not 
demand compllance. 

If for any reason a whaalchalr customer Is denied 
service, the Control Cenler must be lnwnedlal8ly noti
fied of location and the reason the customer could not 
be accommodated. 

Complete whaelchalr 11ft procedures are outllnad 
In Section 7 of the Standard Operating Procedure 
section of this manual. (See SOP 7 .110) 

ltrn~•• • lllllllcllalr un oaa, 
Specific In ADAguldellnes lsthatuae ofthewheelchalr 
11ft shall not be restricted to persons eot ,fll 18d to wheel
chairs. Upon request, lndlvlduals who, although am
bulatory I may have difflcully cllrnblng steps, must be 
allowed to use the wheelchair llftto board and\or alight 
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7.18 

1·8 

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) 

Walkers/Canas/Crutches/Braces Ota 
Customers with walking aids are afforded the same 
protection of rights under ADA as are wheelchair 
bound customers. Operators must make everyeffortto 
accommodate and provide seats for customers with 
such devices. 

Restroom FacllHles • Customers 
On Inter-urban lines, when customers request to use 
the restroom facilities at a sta~on. Operators must 
attempt to accoml1'.lodate 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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a.• General State•nt 

8.11 

The rules In this section govem the collection of fares. 
Separately published tariff and transfer regulations, 
current as revised, are hereby made a part of llese 
rules. 

llefecllnF.,.lllla 
If a farebox becomes defective or Inoperable for any 
reason, the Control Center must be notified Immedi
ately. If possible, customers wDI be requested to con
tinue to deposit fares In the defecllvefarebox until such 
time as the tmlt can be repaired. An Operator being 
relieved must Inform hlslher relief Operator of any 
defects which may exist. 

I.D2 TapmlngWltllFnllll 

••• 
Any fonn of tampering with the farebox Is prohibited • 

............... 
All fares, Including fare zone overrides, must be placed 
In the farebox by the customer whenever possible • 
Operators may only deposit fares for person(&) with 
dlsablltles who are unable to do so for themselves. At 

,., 
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8.04 

8.05 

8.06 
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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) 

Fara Disagreements O CD CD 
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 proper fare clearly stated, do not pursue 
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 correcUy. 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. 

Confiscating PassesJFare Media O CD 
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 Reporr 
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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 ldentlflcatl• Chicks m 
All Operators must Issue and collect fare ID checks to 
Identify and verify customers proper fare payment 
when service Includes fare limits. Fare linlts are Hsted 
on the reverse side of the route map (Individual line 
tariff). 

Operators must ensure that current Individual line 
tariff lnstrucllons are adhered to. (See SOP 8.125) 

,., 
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• Two-Way Radio 
Operation 9 

• 

• 

••• General Statement 
The Bus Operations Control Center's (BOCC) abllltyto 
effectively manage emergencies and routine requests 
for assistance Is dependent on the lndivldual Operator's 
knowledge of and abUllytofollowthe procedural guide
lines govemi,g the use of the two-way radio system. 
Operators must exercise good Judgement and avoid 
unnecessary calls to the Control Center • 

9.01 Radii Condict CD 
MTA's two-way radio system faRs Wider the dlractlon 
of and Is regulated by the Federal Convmmlcatlons 
Commission (FCC). Operational conduct prohibited 
by Federal laW Includes: .. 

O The use of obscene or profane language; 

O Unauthorized use of messages: 

o EmtSslve, false, ordecepllveslgnalsorCOlffl'l.nC8-
tlons; 

0 Unauthorized call signs; and 

1•1 
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Cl 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) 

9.02 Restrictions 

9.03 

9·2 

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

CJ Operators must not request that the Control Center 
give customers Information over the handset or 
radio loudspeaker. 

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

CJ Operators must not disclose the system's charac
teristics or emergency features to customers or 
other non-MTA parties. 

Channel Assignments m 
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) 

RadloCoda<D 
MTA radio codes must be used whlletransmlltlng over 
MTA radio systems. (See SOP 9.105) 

a1scre11.., 1111 m 
Operators must never abuse the system by uu,g the 
radio needlessly, and must Initiate calls. through the 
proper mode, le., request to talk or priority. Falure to 
comply could possibly delay the response to bona fide 
emergencies. (See SOPs 9.102 & 9.103) 

,., 
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• 

10.• 1111111 State•nt 

18.81 

This section contains rules which must be followed 
when It becomes necessary to activate the SIient 
Alann System (SAS). 

lleltrlcllll .... (D 
Operators must activate the SIient Alann only when 
Immediate danger or potential for physical hann to the 
Operator and/or customers exists. (See SOP 10.100, 
10.101) 

11.12 Clllrlll 1111111 rD 
An active SAS must be cleared and the Conln>I Center 
must be notified lrnmedlate.ly when It Is safe to do ao. 
(See SOP 10.102, 10.103, 10.104) 

. r,. r 
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Regulations 11 

11.• 

• 11,D1 

11.12 

• 

...... lbdellent 
This secUon contains specific rules govemlng the 
operation of buses on the busway lane between 
El Monte and Union Station. 

LIWladllrlllnllGIIO 
The operation of MTA vehlclea on the buaway lane Is 
subject to the laws and ordinances contained In the 
Vehicle Code of the State of CaHfomla. All such laws 
and ordnances are hereby made a part of these rules. 

Operators must comply wllh any dlr8cllvea given 
by law enforcement officers, even If they are In COi diet 
with the regulations contained herein. When such 
dlrecllves are given, the Control Center must be noll
fled as soon as posslble and a Mlscellaneous Report 
must be submltled at the completion of the day's 
assignment. 

F1IIIWIR1 Dlstlllce • tlle IIIWIJO 
Operators must maintain a minimum five (5) seconds 
following distance tine when operating buses on the 
busway and a minimum three (3) second following 
distance for other MT A vehicles. 

11•1 
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11.04 

11.05 
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Busway Speed om 
The speed of the bus must be governed 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) 

Gibson Tunnel 0 
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 turn the bus Interior lights on 
during daylight hours to travel through this tunnel. 

Fremont Cuna 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. 

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. 

lllllllnl Velllcl• • ...._., ltlppl11 Arias 0 
When passing standing vehltles on the Busway lane, 
Operators mustreducespeedtoamaxlmumoftwenty
flve (25) orMPH slowerlf necessaryforpasslngsafely. 
Operators should tap the hom whlle approaching and . 
be prepared to stop • 

........ ,,0 
Operators are required to service all Busway atallons 
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 avaRable 
loading position. Operatona 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 llmlt must be observed when 
operating In passing lanes at Busway stations • 

.............. ....,0 
Should a bus become dlsabled on the Busway, the 
Operator must activate the hazard llghls and position 
the bus In the emergency lane. During daylight hours 
only. If the hazard light system Is not funcllonal, the 

,,., 
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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 render such assistance, Operators must activate the 
emergency flashers. 

11.1 D Merging Traffic O 

11-4 

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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· 1.1• General State•nt 

1.111 

1.112 

This section contains general lnfonnation on standard 
operating procedures not covered In o1hercategoriea. 

MIA ... ,d Prlperlf (l(D 
Operators are personally responslblefor all MT A prop
erty Issued to them. Any such property which Is lost or 
stolen must be reported to the Division Manager on a 
MlscellaneousReport. Whentennlnatlngemployment. 
all MTA Issued equipment must be retumed. Items not 
retumed or retumed damaged, wl be charged 1D the 
Operalor. (See Rule 1111& 2.109 Supples) 

............ 
Operators maybe granted leaves of absence llmltadto 
ninety (90) days In a one (1) year period wilhout loss 
of seniority. Special consideration wffl be given to 
Operators In Instances Involving Ulness 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 llness or Injury up to 
twelve (12) months within a sixteen (18) month period. 

1•1 



1.0.,. · a,nnl ,.,,,..,,. 

1.103 

1.104 

1.105 

1 •2 

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. 

Lona Tann Sick Leave (over 30 days) CD 
The submittal of an "Attending Physician's Statement'' 
Is required for Operators on long tenn sick leave. (See 
Rule 1.18) 

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. 

Employee Injury (On Duty) OCD 
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 
Cl HCM Clain Initiator 

Cl Employee's Claim for Workers' Compensation 
Benefits 

Cl Acknowledgment of Receipt of the Worker's Com
pensation Claim Fonn 

Cl Accident/Incident Report 
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If Injury Is such that a report cannot be made, notify 

the Division Manager at the earliest opportunity •. Rrst 
aid will be provided or arrangements for medical 
attention will be made If required. Medical attention Is 
authorized at MT A approved medical facilities only. 
Doctor, hospital and pharmacy bills assoclatedwlth an 
on-duty Injury must be clracled 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) 

...... ....., .. , ... , ............. 
Faclllllll CCI 
To avoid pedestrian accidents In the division yards, 
terminals and other facllltles, Operators must adhere 
to the following yard safety lnstrucllons: 

When Driving 
C Enter and exit yards, 18rmlnals or olher faclllllea 

only at the appropriately marked gates. 

C Make a complele stop at all stop signs, stop Ines 
and crosswalks. 

C Adhere to the eight (8) mph maxlnun speed linlt, 
or the posl8d speed Hrnlt. Slower apaads may be 
warranted due to Inclement weather or yard condi
tions. 

• C Use headlights between sunset and U'lrlse or 
when vlsl,llty Is poor. 

,., 
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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 tt,e lines; crosswalks must be 

kept clear of parked vehicles •.. 

Q Wa1ch for persons walking within tt,e yard or facility. 

Q Do not park In unauttlorized locations. 

When Walklng 
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 i1 both directions before stepping out. 

Q Stay out of open traffic lanes ~n walking Uirough 
parking areas. (See Rule 1.23) 

1.107 Earthquake Instructions Cm 
The following procedures are designed to protect bott, 
Operators and customers In the event of a significant 
earthquake: 

Earthquake procedures 
Q Remain on U,e bus. stay calm, and alert all passen

gers to do the same. Explain to Uie passengers tt,at 
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It Is safer to remain on the bus. The bus provides 
some protection • 

Q Instruct customers to move away from the windows 
If possible. . 

.. 
a When possible, drive away from high buildings, 

power poles orolherobjecls thatcouldfal on the bus. 

a If the buscamotbe 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. puff the bus to the 
shoulder or side of the road and await lnstrucllons • 

caution: If possible, do not stop under or on a bridge· 
or overpass and do not stop In a tumel. 

When the earthquake has ended, customers may be 
allowed to get off the bus provided no dangerous 
conditions exist outalde. If lhere are electrlcal wires 
near the bust ·lnfonn the customers and advlae that · 
they not alight. If the bus camot be moved, and fire Is 
near and appears to be threatening, evacuate custom
ers In an orderly manner, dlrectlr ag them to uee the 
emergency exits as needed according to the condi
tions outalde. 

The radio should not be U88d ll'lless a aevere 
· emergency exists such as a serious Injury to the 

Operator and/or a customer(&). Emergency Instruc
tions wll be broadcasted by the Control Cenlar. 

1•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) 

1.188 Fire Safety OCD CD 

1 ., 

An Operator may spend an entire career without 
experiencing a bus fire; however, it is 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 

a 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. 

a 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(H safe to do so)and shut the 
engine off. 

a 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. 

a 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 
theflre. · 

0 If it is safe to do so, contact the ControlCenter via 
the bus radio, othelWise, use the first ~ailable 
telephone. 

A Vehicle Rre Report (Risk Mgrnt.-3) must be 
submitted on the same day of occurrence. (See Rule 
2.32 & SOP 12.103) 
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2.1• General State•nt 

2.101 

This Section is designed to assistOperators In the day· 
to-day ·operation of their buses. As professionals, 
Operators must become thoroughly famllar wllh Ids · 
section. 

ladge leader s,stea CD 
The following is a step by step guide for usk1g the 
Badge Reader System. Contact the appropriate man
agement rapreaentietive or T0S-lnstrucllon when ex
periencing any problem wllh the ayatem. 

Note: Operators may use 118 Badge Reader no more 
than forty (40) mlnutas prlortothelracheduled ~ 
time. . 

To sign-on or sign-off 
• lnsertthe ldet ,tillcationcard Into the Badge Reader 

slot, with the MTA logo facing up and away wllh 
about 14 Inch of the Badge Reader Card remaining 
outside the card slot. 

e Press PUNCH IN or PUNCH OUT • 

• Respond to messages received. · 

1·1 
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2-2 

Following la a Hat of meaaagea that may be dis
played on the Badge Reader 

PLEASE INSERT BADGE 
The Badge Reader is functioning correctly and waiting 
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. 

STANDBY . 
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 represe~ Immediately. 

DRYE BADGE= .. 
The Operator has punched In with an Adrnln 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 Admi'I card was used and the badge number was 
either omitted or Incorrectly entered prior to presaq 
the ENTER button. Walt 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. ff the problem peralsts, please 188 the 
appropriate management ,.-aaentatlve. 

BADGE UNREADABLE· 
The Badge Reader Is unable to read the card. (Ex· 
ample: The card may have been Inserted backwards.) 
Walt for the INSERT BADGE message and try again. 
ff the problem persists, contact an approprlalle man
agement representative. 

INVALID ENTRY 
The Operator has pressed a button other than PUNCH 
IN or PUNCH OUT (except when using an Adri'1 
Card). TheOperatormustwaltforthe INSERT BADGE 
message and try again. 

,., 
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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 
managementrepresentative.Afterlnsertingthe 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 returned immediately after the sign-on 
process is completed. (See Rule 2.04) 

2.102 Mlssouts <D 
To avoid a mlssout, 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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WarkRlnlDDk 
The following Is an example of a work run sheet 
describing what each column represents: 

Work Run • The assignment the Operator Is sched
uled to work. 

Bus Run No. • The bus' assignment number. 

Sign· On· The time the Operator Is acheduled to sign 
on to an asslgrvnent. 

Time· On· The time the Operator Is acheduled to puH 
the bus out of the Division or make rellef. 

(1at Note column)· Tells the Operator to pull the bus 
outoftheDlvlslon,(l.e.,P-10lndlcaleathebuspullsout 
of Division 3210) or In what dlreclion relief Is to be 
made. If a llne has more than one rellef point, the first 
letter In the nol8 colll'ffl wll lndlcat8 the location and 
the second letter wll lndlcale the clreclion. 

Time-Off • The time an Operator Is acheduled 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 llne 
has more than one relief point, the first letler In the note 
column wit Indicate the location and the second letl8r. 
wll Indicate the dlreclion • 

Sign· Off• Thetlme the Operator Is acheduledtoalgn 
off an assignment. 

l•I 
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Vehlcle 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 R•d A Work Run Number 
O The number to the left of the hyphen Indicates the 

Unenumber • 

• Theflrstdlglttotherlghtofthehyphenlndlcatesthe 
Type of Assignment. For. example, the 110'' 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 sequenllal As
signment Number. 

1 2 
)a.__ \ 

020-050 
\ 

3 

C111111,-A11l11•1II 
When calling for an assignment at the Dlvlalon, the 
Operator must sign on to the Badge Reader System 
and give the approprlal8 management representative 
the following ~= . 
When pulllng • bu8 out of the Dlvlalon 
• Bus Run Number 
• LNNumber 
• Sign-On Time 
• Badge Number 

The Operator should obtain the followlng Items 
ll Operator's Daly Report card 
ll Bus number and location 

1•7 
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a Paddleboard 
a Transfers 
a Operator's Vehicle Condition Report card 

When making relief 
O Work Run Number 
• Sign On Time 
• Badge Number 

The Operator should obtain the following Items 
a Key to the CEA Unit (If required) 
a Operator's Daily Report card 
a Operator's Vehicle Condition Report card 
a Transfers (Recommended) 

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

2.105 Maximum Report Time Before An Assignment 

2-8 

When pulling a bus out of the Division, the Operators 
should not call for their assignments more than forty 
(40) minutes priortothe scheduled sign-on time. 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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Paddleboards 
The following Is an explanation of a paddleboard and 
Its various symbols: 

Different color paddle boards denote 
White • Week Day Yellow· Sunday or Holiday 
Green - Saturday Pink - Temporary 

Symbols ueed on paddles and pink letters 

School 
Special runnklg 
time. Norrnaly 
leftoffht 

< 
• 

School 

RlmallllayoYel' 
mne IIIIDwfalowerlD 
Id-In or pukut ID 
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2.108 Extra Board 
Extra Board Operators are marked-up to their 
assignment(s) In the following manner: 

0 Assignments are marked-up In order from earliest 
sign-on time to the latest slgn:.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. 

e Days off are by seniority choice. 

• Extra Board Operators are guaranteed eight (8) 
hours pay within an eleven (11) hour spread. 

2.109 Supplies CD . 

2·10 

Along with 1he Items Issued daily· by 1he management 
representative 1he Operator should have 1he following: 

a Valid Verification of Transit Training (VTT) card 
a Valid Medical Card 
a Valid California Class B Drivers License with P 

endorsement 
a Transfer Punch 
a Transfer envelopes 
a Accident envelopes 
a Courtesy Cards and Courtesy pencils 
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0 Unenforced Rule Report cards 
0 Refund Receipts 
O Current Tariff and Transfer Regulations 
0 Current Map, Route and Stop sheets 
O Current Destination Code sheets 
0 Line Schedules/Tlmetables 
0 Advertlsement/SelVlce Pamphlets 
0 Rashllght . 
0 Report of Counterftet Media 
0 Graffiti Report 

,,,.., 

Extra board Operators must have In 1helr possession 
current map. route and atop sheets for each llne 
operating out of 1helr Division. (See Rules 1.12 & 2.06) 

lllll'llfllnlCIOCI 
Operators are govemed by 1he Safety Regulallona of 
1he CaHfomla Highway Patrol reganllng hours of aer
vlce. Operators may bid nn and blppers with a total 
dally "worktlme" nottotm:aadeleven (11) hours and 
forty (40) mlnutea within aabdllan (16) hour period. An 
Operator must have eight (8) consecutive hours off 
duly within each twenty.four (24) hour period; (See 
Rule2.49) . 

WlrkTl•OII 
Work time la 1he period of time between wta, an 
Operator begins to work or la requesl8ct to be In 
readlnesa to work, untll 1he tine 1he Operator la re
lieved from all responalJllltie for performing work. 

The allowable on-duly time may be compul8d by 
deducting from 1he total pay time any premium time 
and/or overtime. (See 2.49) 

1•11 
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2.112 Driving Time O CD 
This time includes all time spent in 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 qperator 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 retum 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. 

Z.114 Diverting from Established Routes OCD 

Z• 12 

Operators are generally notified In advance of any 
blockades or unusual conditions which will cause 
buses to be diverted. However, there Is always the 
possibility that a situation may arise without waming 
and with no authority at the scene. At such times, In the 
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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At Relllf Point aD 
Ope,:ators 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 transaction8; notify the relief Opera
tor of any condition such as a temporary radiochamel 
change, vehicle defect or detour effedi.g 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 Hghts. 

If the assignment the Operator Is to relief has not 
anlved at the relief point within ten (10) minutes aftar 
the scheduled time, the Operator must call the Control 
Cenlerforlnstructlons.Operatorsnotralevedasached
uled must not wait at the ralief point longer than one 
minute beyond the acheduled departure time. If the 
relief Is not In sight. the Operator must continue In 
service and notify the Control Center lnwnedlately. 

When using a CEA ll'1lt to make rellef, Operators 
are requlrad to use their seat bells acconlng to Call
fomla State Law and must comply with the MTA 
Smoking Polley. The ralief Operator must park the 
vehicle at the designated location, secura as de
scribed In SOP 2.119, and give the keys to the Opera
tor being ralieved. If the CEA camot be parked at the 
designated location, the Operator being ralleved must 
be Informed of the exact location ofthevehlcle. Opera
tors must never park CEA units on private property 
unless so specified In the route sheet or dlreclad to do 
so by MTA supervisory personnel or law enforcement 
personnel. However, Operators mayexen:lse prudent 
Judgement should an emergency arise. When mora 
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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 2.1 O & SOP 2.119) 

2.111 Service Delays lD 

2· 14 

When a bus Is running so late that it cannot reach its 
tennlnal 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 tennlnal where the late bus (A) Is heading. 

• Bus (B) will depart the tennlnal at the scheduled 
time Indicated on bus (A)'s paddle. 

• Bus (A) and Bus (B) are In service working toward 
each other. 

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

e 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 tenninal, 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) 
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The Items and Information the relay Operator 
should have when making a relay are 

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

a Bus Run number of the late bus. (The relay bus wlll 
use the same bus run number). 

a Bus number of late bus. 

a Destination s1gn to be used. 

a Departure time from the tennlnal (on paddle for 
late bus). I 

a Approximate location where the buses wHI meet. 

a What to do after the relay has been made. 

Z.117 Anlolnclna ,_ Zlnl Lllllll al CIIIICIIII If 1.1. 
Clllcb(I 
Fare lnfonnatlon, location of fare zone llmll8 and 
Instructions on the collecllon of 1.0. checks can be 
found on the back of the route map of each line. 

Operators shall adhere to the following procedures at~ 
fare zone llmlls: 

• • Announce fare zone llmlls at least one (1) block 
prior to arrival and request that customers have 
their checks ready for Inspection. 

1•11 
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• 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 1.0. 
checks. 

e 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 1.0. checks have been collected or In
spected, retum to the Operator's seat, open the 
front door and allow any additional customers to 
board. 

• Customers who do not have the proper 1.0. 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 quotQ. If a dispute arises, the matter 
should be handled as per Section Eight (8) of this 
manual. (See Rule 2.13, 7.06 and SOP 8.102, 
8.126) 

2.118 Layover Zone OCD 
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 wUI 
not create a safety hazard and Is clear of Intersections, 
driveways, alleys, crosswalks, etc. 

If the Maintenance Department has attached a "Do 
not shut off englntl' tag to the Instrument parM;tl, 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 takk1g scheduled layover may keep the 
bus doors closed except under the following condl-
tiona: 

• On a Line on which the acheduled layover la 
enroute, customers are on board and the bus la left 
unattended (Example Line ; and 

• On tum-around loops when customers have 
boarded on the loop, wish to remain on board and 
the bus la left unattended (Example: Line 204 at 
Vermont A~. and HollyWOOdBlvd.) 

Note: During times of II IClementwealher (ru,, rm
sive heat. etc.) Operators must allow customers ID 
board the bus whle at the layover. (See Rule 2.14, 
2.15) 

llnltlllldetlVeldclaO 
When It becomes necessary to leave any MTA vehicle 
unattended at any location, It must be properly ae-
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cured. This Includes curbing the front wheels, placing 
the transmission In neutral, setting the parking brake 
and turning the engine off. Operators shall secure all 
personal and MTA issued pre>perty when leaving the 
vehicle. 

To prevent the vehicle from rolling Into the street in 
the event the brakes fall, the wheels must be curbed as 
follows: 

Downhlll • 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. 

Uphlll • 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 falls 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 tennlnal. 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 property secured • 

1•11 
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2.120 Freeway Emergency Call Boxes am, 

2·211 

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 ¼ 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: 

a Badge Number 
a Line Number 
a Bus Run Number 
a Bus Number 
a 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 CHPor MTA supervisory persomel. 
(See Rule 2.21) 
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Lest Artlcln CD 
An Operator flndi1g any lost article In the bus, on MTA 
property or on the street, should comply wllh the 
following procedures: 

• Lost articles must be turtled In to the appropriate 
management representative, along wllh a com
pleted "Lost Article Tag," on the same day as 
found. 

• lffolnlbyacuslDmer,atlampttooblultheperaon's 
name and Include I on the ~ Article Tag.• 

e Unless olherwlse Instructed by authorized MTA 
supervisory peraonnel, an Operator must never 
attempt to contact the ownerto retum a loatartlcle • 
(See Rule 2.25) . 

can,1111111111111aaa 
Except under the following conditions, carrying ani
mals on MTA buses Is prohlblled: 

Cl A small dog or other pet enclosed In a suitable 
carrier, the size of which does not Interfere wllh the 
comfort or convenience of olher customers; and 

Cl "Service Anmals". which Include: 

Gulde Dogs • assisting persons with visual Impair· 
ments (Gulde dogs vary In size and br8ed and are not 
required to be muzzled); 
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Gulde Dog Puppies - being trained as guide dogs 
(The dog must be wearing a bright yellow jacket, which 
identifies it as an International Guiding Eyes Puppy); 
and 

-.I( Signal/Service Animals - trained.to assist the hearing 
impaired or perform tasks for disabled individuals. (If 
an Operator has sufficlentreason to doubt a customer'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 cus,omers attempting to 
board with an anlm~ 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 
must be employed and the prospective customer should 
be allowed to make the final decision. (See Rule 2.26) 

2.123 Procedures at Scene of Accident/Incident OCD 
Operators must adhere to the following procedures 
when involved In an accident or Incident: 
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8 Note the exact time and location 

• Unless it Is obvious flat an ambulance Is needed, 
do not ask Ile person(s) Involved If one Is desired. 
If an ambulanoe Is requested, contact the Control 
Center lmmedlately. 

• Protect Ile Injured person(s) but do not attempt to 
move them. 

If fire/ambulance service Is aummoned make note of 
the following: 

CJ The time of arrival; 

CJ The name and unit number; 

CJ The hospital to which the victim Is being trans
ported; and 

CJ The name(a) of penaona transportedor treated on 
scene • 

• Unless oltietwlse lnslruclld by law·enrorcement 
personnel, when lnjurie8 are evident the bus must 
not be moved until the Control c.. has been 
notified and lnabuctlons have been Issued by 
aulhorlzed MTA supervisory peraonnel. 

8 Attempt to obtain Ile names and addreasea of the 
owner, driver, and passengers of arr, other ve-
hlclea Involved. . . 

• Atlemptto 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 pede_.ans or other persons 
who may have been In a position to witness the 
accident. 

O Write 11non-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, H 
available. 

• In the event of an accident In which there is property 
damage only, exchange lnfonnation as above and 
contact the Control Cenler inmediately. 

• Should members of the news media arrive at the 
scene before the TOS or othE?r MT A support, make 
no comment re.lative 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 2Z1 and 2.28) 

2.124 Request far Assistance CD 
Property 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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AH requests for asslstal 10e 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) 972-8111. (See 
Rule2.29 . 

2.125 Caartes, ClnlsCI 
When Involved In an accldentlllCldent, the Operator 
should attempt to obtain as many courteay cards 88 
possible. TheOperatormustbecourtaous and protea. 
slonal when requesting courteay cards to be filled out. 

When In the procesa of issuing the courteaycarda 
to the customers, start at the rear of the bus and ask, 
'Would you p/eass fl# out this card? I am ,equlted to 
account for customers on the bus at fhe time of the 
accldentAncldsn. Thecusb1Nh'88houldbereque81Bd . 
to ftll out the oourl98y carda completely. 

ltls lmportanttoobtaln 88 manycourteaycarda 88 
poasl>le from cullamers, pedestrians and other per
sons who may have been In a poaftlol\ ID wllnel8118 
accident or lncldenL The Operator should wrle 1'non
customer" across the top of 8IP/ Courlllay canl ob
tained from persons who were not onll08rdll8 bus at 
the time of occunence. (See Rule 2.30) 

2.128 Ylldcll~Wtllllllllpll'll9 
The Vehicle Accident/Incident Report Is one of 118 
mostlmportantreportsanOperatormayberaqulredto 
complete. Operators should be mlndful of the fact that 
this report Is a legal docunent and may be used as 
evidence In a legal proceeding. Addillonally, 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 iicl.nts which are not actu
ally witnessed by Operators but are reported to them 
by third party(les) shall be considered "alleged" and 
shall be reported as such. For example: If a customer 
tells the Operator, "I bumped my head as the bus came 
to a stop a few blocks back," the report should not 
indicate;"Amalecustomerbumpedhlshead."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) 

2.1n Hold-ups, Dlstarllanc• • Attercatlo• OCD 

, .• 

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: · 

CJ Remain calm and be observant. 

CJ Offer no resistance 

CJ Come to a safe stop as soon as possible. 

CJ If possible, open the doors so that customers who 
wish to alight may do so. 

CJ If It is safe to do so, press the "PAI'' 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 1he situation and a 
description of the subject(s) Involved. 

Cl If it Is unsafe to use ttie radio, activate the "SAS" 
as per1he rules and procedures outlined in Section 
10 of this manual. 

Cl In a safe and Inconspicuous rnamer, formulate a 
description of the offending party(les): 

• Approximate height, weight and age; 
• Eh deity (Asian, Black, Latin, While, etc.) 
• Complexion (dark, ·11gt1t, pale, freckled. etc.) 
• Hair (black, brown, blonde, long, aholt, etc.) 
• Eyes (blue, green, brown. etc.) 
• Marks,-scars, tattooaorotherdlalll.....,.charac-

terlsllcs. 
• Speach (quick. slow, nervous, slUlter, elc.) 

Cl Observe the subjeclB mode of operation {MO). 

Cl Observe the aubjectadepartuna. Nolethedlrecllon 
of travel and the mode· of ·transportation (auto, . . 
bicycle, on foot, etc.) If departure Is In another 
vehicle, ataemptto ldetdllythe make, model, color, 
year and license runber of the vehicle. 

Should members of the news media arrive prior to 
MTA persomel, Operators ahouldmake no comnaent 
relallv8 to the particulars of the Incident. The Conlrol 
Center must be advised of the praaence of mecla 
personnel and all questions should be refen8d to the 
MTA News Bureau. (See Rule 2.34 andSOPSectl0i1s 
9& 10) 
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2.128 Mlscellaneoa Reports 

2.129 

2.130 
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Operators should submit miscellaneous reports to the 
Division Managerwhen reporting unusual occurrences 
or conditions that do not require a Vehicle Accident/ 
Incident Report. Toe following are some instances 
when a miscellaneous report should be used: 

a Passing up customers 

a Insufficient or excessive running time, overloads, etc. 

Urgent Situation Report/'lleport of Unsafe Condition 
erHazardO 
Operators should report any urgent situation, unsafe 
condition or hazard on Form IPP0-1-.. Report of Un
safe Condition or Hazard" to the Division Manager as 
soon as possible. 

Unenforced Rule Report OCD · 
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 fall to follow the rules. This reportfumlshes 
the MTA with a method for reporting the violation and 
Informing the Transit Police of an existing problem. 
Completed Unenforced Rule Reports should be turned 
In to the appropriate management representative at 
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the completion of the assignment. The following are 
examples of Instances where the Unenforced Rule 
Report can be used: (See Rule 2-31 & SOP Sec. 7) 

Instances for using Unenforced Rule Report 
• Improper or no fare 
e Customer(s) smoking 
• Customer(s) creating a dlsturbance/amoyance 
e Food and/or beverage on board (carrying or con-

suming) 
• Improper transfer 
• Smoking marijuana 
• Customer(s) playing a radio 

Z.111 lclledallPnddell ....... 
An Operator who et'ICOl.llt8r conalatsnt achedullng 
problems such asovertoads, lnsufflclent nmingtlme, 
missed C01118C11ons, etc., should complela a USched
ule ProblemReport"tobeforwardedtoll9Schedullng 
Department for review and l880lullon. Although I 
sometimes takes several weeks, the Operator wl 
receive a response andwhenfaaslblaaeolutlontoll8 
problem wl be lmplementad. . . 

z.112 llll'al•Llllllll ...... oa 
After arriving at the deslgnat8d storage location and 
before leaving the driver's Nat. 118 Operator must • 
place the transmission lnneutral, setthe partm,gbraka 
and tum off the engine and check bus for any damage 
or defective equipment. · 
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2.133 Owl Una-Up CD 
The scheduled owl line-up at 7th & Broadway will be 
released byTOS personnel. If a TOS is not present, 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 at the 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 Owl Connactloa CD 

, .• 

Operators must check their pad~leboards for special 
notations regarding line connections. H a scheduled 
connecting line has not arrived at the designated · 
polnt,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) 



Vehicle Operations 3 

11• ............ 
This Section Is designed to famHlarlze the Operator 
with the proper procedures regarding the day-to-day 
operations of MTA equipment. 

3.111 Pra-Pllloltlafllrl ........ 011 
A pre-pullout safety Inspection must be performed In 
compliance with Rule 3.01. Operator should perform 
the Inspection In the same rnamer each time so lvd 
they wll be less likely to overlook any of the required 
elements. 

The following Inspection procedule deacalpllon is 
provided as a guide. However,Operatoramaypelfonn 
the Inspection and lncorporaledtests In anyaequence 
which Is convenient to them provided each element Is 
covered. (See Rules 3.01 .& ao2) 

Start of Bua Inspection 
While approact*1g the bus look for evidence of fluid 
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. Tum the masl8rcoadr'Ol swlch to the 
1'RUN11 position and engage the stat18r, wllhout using 
the accelerator. Do not engage the 81.arbM' awllch 

,., 



1.0.,. . v,b,_ ,,,,,. ... 

3·2 

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 mas1ercontrol switch to the "Lights/ 
Night Run" 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: 

a Ensure that the accelerator and brake pedals are In 
good working order. 

. . a Activate tum signals (using foot switch) 

a Activate hazard lights 

a Check fumlshed Indicator lights (using 11tell-ta1e" 
button, If so equipped) 
0 Hot Engine • 
0 Transmission OU • 
O LowAir• 
0 LowOII • . 
0 Brakes 
O Rear Door Open 
0 HighBeam 
O Generator Stop 
0 Fire (engine compartment) • 
0 Speed Light Switch 

(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 alann 

CJ Check fumlshed gauges 
O AmmeterNoltmetar .. 
O 011 Pressure 
O AJr Pressure 
0 Fuel 
0 Low/Hot Water 
0 Engine/Temperature 

CJ Check the healer/defroslar and climate eo11bol 
system for proper operation. 

CJ Check for excessive play In the steering wheel. 
(Grumman lues, series 75/78/1700, ahould have 
no more than five (5) Inches of flee play. Al Glher 
buses should have no more than two and three
quarter (2 :J6) Inches of flee play. · 

CJ Ensure that the horn Is working pn,perty. 

Note: 1n areas ·prohlblllna exceaa1ve no1ae. IUCh • · 
Divisions 8 & 7, the horn should be te8lld as dlrecled 
by the Division Instruction Deparlment. 

CJ Enaurethatthewfndshlaldwlpersbdonpn,perty 
and that the washer has fluid. 

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

a Move the door handle fully forward. If the front door 
fails to open, verify that the 11dump valve" is prop
erly set. Verifythatthegreenllghtoverthereardoor 
is lit and activate the rear door touch bar by-pass 
switch to open the rear door. 

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

a Verify that the radio power light is on. Ensure that 
the handset Is firmly set in the cradle and set the 
channel selector to the assigned channel. 

a Test the P.A. system. 

a Verify that the passenger signal switch is turned on 
and that the chime funcUons properly on both sides 
of the bus. 

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

a Check the driver's seat and seat belt for damage. 
Ensure the seat adjustment works properly and 
adjust for comfort. 

a Check and adjust mirrors. (There are six (6) mirrors 
on a two-door bus, four (4) mirrors on a one-door 
bus.) 
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CJ Verify that there are as least ttuee (3) reflectors 

present, secure and in serviceable condition. 

CJ Confinn thattheflreexlingulsherlspropertycharged 
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. ff the fire extin
guisher Is housed out of sight. verify that a sign 
Indicating Its location Is present and vlsl>le. 

CJ Check for the presence of emergency decals on all 
exit windows and roof ha1ches. Enaure that the 
emergencyexlls 8188801.18 and free dobatrucllons. 

CJ Check that all aeat frames, cushlone, stanchions 
and handralsareaecuraand unbroken. (On buae8 
wlh seats fastened to the bus wal, the aeatahould 
be checked by llftlng the aeat frame to be certain It 
Is not loose.) Check the priority 888llng areas and 
wheelchair aecurement devices for clear access 
and proper operation. 

CJ Enaure that the bus-·floor is clean . and clear of 
hazards and check for graffiti on the seats, walls, 
celling and w'uldows. 

CJ Ensure that the doors are tnlarnaged aidfunclion 
property. Check the rear door touchbar operation 
andverlfythatthe stapweU llghlaare Ht. Enaurethat 
the glass over the emergency exltvalve housing (If 
equipped) Is unbroken and that the hammer Is In 
place. . 
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a If applicable, check the door sensitive edge. 

a Ensure that trash receptacles are secure and avail-
able. 

Prior to alighting the bus for tt,e· 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 Bua 
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. 

a Check for body damage and/or graffiti. Inspect side 
sign for correct line number and destination. 

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

a Check the front tire for obvious defects, cuts or cord 
showing. Verify that tire Is not recapped or 
regrooved. 

a Check rim for loose, missing or rusty lug nuts (each 
lug nut must be checked; rust around the lug nuts 
maymeannutsareloose).Checkforcrackslntherlm. 
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Q Check for damage to the valve stem. Listen for 

sounds of air leaking from the brake lines and'or 
beUows. 

Q Check the tires for even wear. Ensure that the mud 
flap and splashguard are present and In good 
condition. 

a Check tor grease leaks from wheel bearing seal. 
Inspect front brake drum (through openings of rim) 
to see I It Is diacolored (blulahlblack), cracked or I 
there Is any other evidence of damage. 

CHP/DMV Teat 
For right and left front tires 
The Operator must also be able to ldallly the method 
for checking the condition of ht brake duns, brake 
Unlngsand brake adjusllrs. The OMV requires at least 
"- of ., Inch In tread deplh for fnn tlnNI (8'1artng 
axle). MTA atandanl requlrea "'on ., Inch In lntad 
deplh. 

a Check for loose acmaa/compallnlWlt doors, fuel 
cap, and advertfsementatgns,holclers. Eran that · 
there are no fluid leaks, 1.e- fuel, tranamlsalon or 
engine oll. 

a Check the extertor lighl&lrellaclD anc1 tum a1gna1 
iidlcator(s) for proper working order. Check 118 
lenses for damage. 

a Check ht rear dual tires for obvious defecla, cuts 
or cord showing. Check the wheel.for loose, miss
Ing or rusty lug nuts (each lug rwtmuatbechecked; 

1•7 
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rust around the lug nuts may mean that the nuts are 
loose). 

Cl 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 proper tread depth the Operator must check 
for at least "2 of an Inch In tread depth. MT A standard 
requires ,'2of an Inch In tread depth. Actual inspection 
of brake condition, Inside of drum, the lining and 
adjusters wlll be performed by MTA Maintenance 
Department. Physical Inspection for tread depth of 
tiras will be done by Goodyear Tire Representative 
and/or Maintenance Department. 

Rear of Bua 
Cl Check for body damage and/or graffiti. Check the 

bellows for proper inflation. 

Cl 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. 

Cl Check the tum signals/hazard lights, 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 
Issuing date of this document are Included as 
attachments. 

0 Afterchecklng slgnallhazardllghta and brake llghta, 
tum off hazard light switch and rear door Interlock. 
For Neoplan buses, also ~ master control to 
"night park". Retumto rearof busandchecktosee 
If tail lights are working. Raacllvale hazard light 
swllch after Inspecting rear of bus. If I ls a Neoplan 
bus, restart the engine. 

O Check for damaged ardor loose advertlaemenl 
slgnalholders. 

O Check for obvious fluid leaks on gnu,d (I.e .. cool
ant. transmission or engine ols). Check for8*l11 
slveamokefromexhaustplpe. l.Jalenforem,a1hle 
noise. 

CHPIDMV Teat 
For rear of bus: 
0 The Operator must be able to ld8lltlywhlch llgtll8 

are for tal, brake, and algnallhazard operation. 

0 TheOperalormustldellllfythelocatlonandmethod 
for checking al fluid levels (coolant, motor ol, 
transmission and power slaerlng fluids), and the 
method for checking bells and hoeel. Inspection of 
fluids wHI be done on a regularballls by1he Mai1-

,., 
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tenance Department. Operators are expected to 
check fluid levels H bus should breakdown. 

Left Side of the Bus 
CJ Check for body damage and/or graffiti. Check win

dows for cracks and scratches; Taped windows are 
to be noted on Operators' Vehicle Condition Report 
card. 

CJ 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 that the mud flap 
and splashguard are present and In good condi
tion. Check for ol leak from axle seal. 

CJ Check for loose doors, advertisement signs/hold
ers and fluid leaks on gro~nd. 

CJ Check that exterior lights, reflectors and tum signal 
lndicator(s) are working properly. Check for lens 
damage. 

CJ Check the front tire for obvious defects, cuts or cord 
showing. Verify that tire Is not recapped or 
regrooved. { 

CJ Oleck rin for loose, missing or rusty lug nuts (each 
lug nut must be checked; rust around the lug nuts may 
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mean "8y are loose). Check for cracks In the rtm. 

Cl Check for damage to the valve stem. Listen for 
sounds of air leaking ~ the brake lines and/or 
bellows. Check for even tread wear. Ensure ttat 
the mud flap and splashguard are present and In 
good condition. 

O Check for grease leaks from wheel bearing aeal. 
Inspect front brake drum (through openlnga of rim) · 
to see If It 1B discolored (blulshlblack), cracked, or 
If there lsarryotherevldellC8 of damage. Check the 
left outside mirror for proper mounting, adjustment 
and damage. 

Front of the Bua 
0 Check for body damage ardor graffiti. Ensure the 

tum slgnalslhazard llghls, headlights (high and low 
beam), destination sign light. and nmfnWClear· 
ancellghlsareworkfngproperly. Ensurethalenaaa 
are clean and he of clrtand not damaged. Inspect 
destination sign for correct line runber and desll-
nation. . 

0 Check windahleld for cracks, acratches, dirt, Illegal 
signs/stickers or other obstructions. Check wind
shield wfperbladea for damage (rubber not hard or 
tom) and proper spring tension. 

0 Check the bellows for proper Hlallon. A bus that ls 
not level may Indicate unlnftaled bellows. 

O Check for fluid leaks on ground and that no one 1B 
underneath the bus. 

l•ff 
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a Go to driver's seat and shut off the 11Fast Idle" 
:switch If it Is on. Ensure the air pressure Is at least 
90 p.s.i., low air wamlng light does not Illuminate, 
also the buzzer should not sound. 

Flnal Air Brake system Check .. 
With Engine Running 
a Check Air Compressor Govemor 11Cut-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 ( Ya ) throttle for 
air pressure buildup. The air pressure shown by the 
gauge needle should stop rising when the governor 
••cuts out" the air compressor at a level no higher 
than 130 psi. At this point. the governor stops the 
compressor from pumping air into the storage 
tanks. Vehicle Code 26504 and 26505 

Note• ff gauge needles do notworkasdescrlbed notify 
the Maintenance Department. 

With Engine Runr,lng 
AirCompressorGovemor "Cut-ln° (85 psi min.) When 
the air tank pressure falls to a 11cut-ln" pressure (no 
lowerthan85 psi) the governor allows the air compres
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 
11cut-ln". Repeat this procedure until governor cuts In. 
If the gauge needle falls to rise after several repeats 
(lower than 85 psi), notify the Maintenance Depart
ment. Low Pressure Waming Devices With Engine 



...... , 
Running light and alann should acllvale between 55 
and 75 psi by slowly pumping the service brake to 
reduce air tank presswe. (Vehicle Code 26506) 

Static Pressure With the Engine Off 
Pressure loss should not be.greater than two (2) psi 
wllhln a period of one (1) minute. PerfOnnthe following 
test with the air system fully charged (typically 110-120 
psl/125-130 psi for Neoplan buses). The service and 
emergency parking brakes andll81881' door 111181tock 
should be released. However, If the bus is on a grade, 
the emergency parking brake must be applied. (Cali
fornia Code of Regulations Title 13, Aftfcle 1245(t)) 

CHPIDMV 
Teat Requirement 
If the parking brake is applied for atatlc pre8IUl8 teat 
the Operator must atate .. f9880l1 why to .. "8t 
examiner. 

Applled Prewlre With the Engine Off 
If applied, releasel18parklng brakeandconllnue wllh 
the test. Pres8lnloasshouldnotbegreallrthanhee 
(3) psi wllt*I a period of one-(·1) mlnulB. The eervlce . · . 
brake should be fully appffed. (C&llomla Code of 
Regulalions TIiie 13, Article 1245[fJ) 

Emergency Parking Brake With Engine Off 
Emergency parking braktt ehould activalebelween20 
and 45psi{118knobwll pop up) by alawlypumplngthe 
service brake to reduce the air tank pressure. 1hls 
valve is spring loaded and is designed to assist In the 
movement of the piston wtil the valve should the air 
pl88SUr8 drop below 40 psi. 

,.,, 
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All buses with the exception of the RTSII ( 4400 and 
8200-9139) and TMC-RTS (1900-2400), use the same 
parking brake valve. The RTSII and TMC parking valve 
is not spring loaded. If air pre~ure should drop below 
40 psi the valve must be manually pulled to activate the 
parking brake. Check with the Instruction SecUon 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 IWs 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 Te,t With the Engine Running 
Allow 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 falls any of these tests, immediately 
notify the Maintenance Department or H outside the 
division yard notify Control Center. 

End of Final Air Brake System 
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Wheelchair Lift and Kneeling Unit Test 
Unless tagged Inoperable, cycle wheelchair lift In 
designated area. Ensure that the unit operates as 
designed. ff the unit faHs, 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 alann Is working. 

Kneeling 
Check the kneeling unit for proper operation by kneel- · 
Ing and raising the bus. If equipped. verly that the 
kneeling alann Is working. 

1.112 ........ ..., ....... 0. 
1. Making Rellel at Tennlnala 
When the Operator making rellef antvee at ... relief 
tennlnal, the Operator getllng relleved wll open bo1h 
doors, tum on al exterior and hazard llghls, make aunt 
thetranamlsalon 18 In neutral, andll9 parking brake 18 
set. The Operalorgetllng rellevedwll handle al trans
actions at the relief terminal. 

The Operator making....., wRI oheok for: 
a Audible a1r 1ea1cs 
a ArPJ fluid 1ea1cs 
0 Damage to the Interior/exterior 
a Lost articleslaleeping or llltoxlcatlaag customers 
a Deflatedldamage ilres 
a Ughts/slgnal8 property working anc1 lffldamaged 
a Loose ac1ver11a1ng s1gns 
a Proper headslgrvbus nm number· 

,.,, 
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2. Making Rellef Between Terminals 
When arriving at the relief point, the Operator getting 
relieved will tum 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 burned out 
lights, fluid leaks, tire and body damage. The Operator 
getting relieved will handle all transactions at the relief 
pointandtumoffthe exterior lights before leaving the bus. 

lftrafflccondltionsaresuchthatitwould be hazard
ous for the Operator to walk out in the street to inspect 
the left side of Ile bus, the Operator shall make a visual 
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 articlee, sleeping or intoxi
cated persons befc>.re 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). 

If the bus has been Inspected, the Operator will per
form an in-service safety Inspection as described In: 



a No. 1_ - if bus change is at tenninal 
a No. 2 - if bus change is In-service 
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The Operator's Vehicle Condition Report card must be 
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 at least one 
(1) hour before sunset. If a safety related defect Is 
noted, notify the Control Center lmmedlalely and .. 
quest assistance. 

3.113 Operatar'1VeldollCl .... llp1rtClnl011 
A Vehicle Condlion ReportCard (Trans-173) muatbe 
completed for each bus operallBd and the Transporta-

. lion Department's copy shall be turned In after the 
completion of the assignment. The following lltfonna
tlon must be Included: 

a Date 
C Line Number 
Cl Bus Run Number 
a BusNumber 
a Name (Signature) 
Cl BadgeNmnber 

After performing the pre-pullout inspection. place a 
Pll1Ch mark In the box marked "Perfonned Pre-Trip 
lnspecllon." If any dafeds or damage was found 
during the inspection, place a punch mark In the box 

1•11 
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corresponding to the element in 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 SlgnsOCD 

3-11 

An Electronicdestinationsigncode sheet must be 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 
headsign is notnecessaryenterthe code "000". lhis will 
cause the headsign to go blank and thereby reduce the 
sun's fading of the display do1s. (See Rule 3.06) 
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3.105 Startllll/SIOPPlng of Engines Otl 
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 swllchlbutton without accel
erating to start the engine. If equipped, U8e the "Fast 
Idle" switch to buUd up the necessary air pressure. On 
buses wllhout the fast idle device, no more than one 
third (Ya) ttvottle shal be used for air praasure build-up. 

CauUon: Do not engage starter awlld, longer1han 15 
seconds continuously. Walt one (1) mlnule before 
attempting to restart. 

If when pressing the starter swllchlbutton the engine 
does not start, make sure the transmission lsln neutral, 
leave the master control swlld1 In the "RUN" position, 
go to the engine compartment, 11ft the cover and: 

• If equipped, ensure that the 
damperhasnotbeentrlpped; 

8 Ensure that lie rear conlrol 
swllches are In the nonnal 
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"posillon. 
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 fall, 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 "'OFP' 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, it must 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. 

At times, 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, get the bus to the side of the roadway and reset 
the damper. (See Rule 3.07) 

3.1• Air Pressure O CD 

3•211 

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 notifaed. 
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 
ldle"switch, do not use more than one third(Va) throttle 
to build up the air pressure. (See Rule 3.08) 
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3.107 Testlll and 1111atu,11110<1 
Interior and exterior lighls must be used and tested In 
compliance with Rule 3.10. Operators should test all 
lights in the following manner: 

0 Wdh the engine runnlng;'lhe traAsmlssion In neu
tral and parking brake set, tum the Master Control 
switch to the "Lights/Night Run" position. 

0 Place the dome and destlnattonslgn llghtswllche8 
to .the "Nonnal" position and activate the high 
beam llghls. 

O Activate the rear_,, Interlock. (This acllvat8a the 
brake Ughls.) 

O Exit lie bus and wrlfy that al llghla are wortcq. 

o De-activate the hazard llghls and rear door lnler
lock and l8tum to the rear of lie bus to lnaur9 that 
the taillights are funcllonk1g. (The talllW* on· 
Neoplan buses may ~ checked by placing the 
Master Control In the "night parking" poslllon. 

When Interior and exllBrior llghla are needed while at 
1he termlnaL'layover zone, place 119 Master Control 
swlmh In the "Ct.no" pos111ontoac11vatethec1earance 
lights, destination sign lighls and appropriate lnlerior 
lights. (See Rule 3.10) 

,.,, 
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3.1• Backing the BusOCD 

1·22 

Avoid backing whenever possible. Should It become 
necessary to back the bus, the following should be kept 
In mind: 

8 Good Judgement and extreme caution should be 
maintained. 

• Never back Into traffic unless assisted by MTA, 
Police or Rre personnel to monitor the rear of the 
bus during the backing movement. 

• Make sure the area to the rear of the bus ls clear and 
remains clear until the backing movement is com
pleted. Remember to check for low hanging tree 
branches, poles and signs. 

e 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) 



1.1• 11eat1ng •d Air Condltl•III OCD 
HeaUng 

.... , 
In order to engage the heating system the appropriate 
switch or valve must be- activated and the climate 
control switch must remain on. 

Air ConcllUonlng 
Most air conditioned buses re-drculate about 80% of 
the airfromlheinslde of the busandbringlnabout2()d/4 
of the air from the outside. The system Is designed to 
work in such a way flat the doors can be opened a 
certain number of times per hour, remain open a 
certain length of tine at each stop, etc., and 81111 cool 
raasonably wen. 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 wll work. 

Note: On G.M. buses, In order for the air condlllonlng 
to come on, the altemator must be charging and 118 
engine lcllng. The air pressure must be at a rnlnknlln 
of 90 pal for 118 system to operate. 

Defroater: 
To prevent fogged windows, ensure that the defro818r 
Is working propel1y. Do not atl8mpt to clean fogged 
windshields whle bus Is In motion. (See Rule 3.15) 

1.111 Clleckln1 Tll'II 0 
Whenchecklng alrpr888U1'8onthe rearttres a llghttap 
on a tire wilh the Operator's punch wll reveal either 
suspected low airorflattlre. A dul "8'1ud"wll be heard 
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when a low or flat tire Is struck. Comparing taps on a 
fully Inflated tire will result In Immediate recognition of 
the condition. If In doubt, contact the Maintenance 
Department and have the tire.Cs) 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 headslgn 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. Aetum to the panel and tum the 
switch back on. 

If the problem continues to exist, tum 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 carcl. 

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 Dump Valve O 
The door dump valve controls the air supply to the front 
door system. The valve Is located on the panel to the 
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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, thevalvemustbeinthe "OFP' position. To 188tore 
normal door operation, the valve must be in the "ON" 
position. . . 

3.113 leatldllltlllnllO 
Cushion: Adjustmentsshouldbemadesothattheseat 
cushion Is in a flat position. This wll eliminate &a'NC
essary pressure to the tallbone and the back of the 
knees. The seat adjustlnentmustnot1nlarferewilhll8 
ability of the Operatorto keepll8 bus undereotdlol or 
make emergency manewers. The bus should be 
operated without Incurring inJury. 

Seat Height 
Adjustment should be made whle seated and with at 
least 90 pal. Place both feet flat on 118 floor and raise 
or lower 118 eeat to a posillon whel8 there la no 
pressure on 118 back of the lower thigh and vlllblllty 
through .. windshield Is not restrlcled. 

Front and Back 
Adjusb,.ent should be made so that 118 accelerator, 
brake, signalcontrols and the top ofll81leertngwheel 
(12mNoon),canbereachada,doperalldcomfor1ably. 

Note: Seat adjbsllnenla vary between buses. Contact 
the Instruction section for further Information. 

, .• 
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3.114 Minor Adjustment om 
Before adjusting the mirrors, be sure the driver's seat 
is adjusted properly. 

Left Outside mirror 
The distance the left side mirror cim be adjusted from 
the side of the bus depends on the length of the ann. 
The Operator should placetwofingersonthe inside edge 
of the mirror. This two-finger measurement Is the area in 
the mlrrorthatshould 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 
Adjust the 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/orareanexttothebus.Adjustthemlrrorsothatthe 
view of the top of the rear bumper Is positioned In the 
center of the mirror. Proper adjustment should result In 
the ability to see 12 to 18 feet behind bus. 
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Note: To observe othervehlcles on the right side of the 
bus, slightly lowering the head will allow Operators to 
see at least 200 feet to the rear of the bus. 

ExceptforNeoplan 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 nNlr-vlew mlffOI' 
TIit the mirror at a right angle If It ls poaslJle. The 
Operator should be able to see customer movenwnt 
Inside of the bus, lie reardoorandtheareaoutsldethe 
window near the first cross seat on the right side. This 
Inside mirror adjustment enables Operators to aee 
objecls In the blind spot area on the right side; how
ever, responslblilyofvlsuallychecklngbyturi'lgthelr 
head to observe the rlghtslde and rlgtt outside mirror 
ls not excused. 

Rear exit door mirrors 
The minor located above and to the rear of the exit 
stalnvell ls used lncomblnallonwllht,e mlrrorlocaled 
at lie right front Inside comer of 118 bus near 118 
celling. 

The mirror at the front Inside comer should be 
adjusted to and used to ndlect 118 mirror at t,e rear 
door area to view altgf ding customers. 

AdjustllB mirrors so that the rearatalrwell and the 
area Immediately outside the rear exit door can be 
seen. (See Rule 3.20) 

l•D 
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3.115 Turns O 

1·28 

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

Right Tuma (Ideal Tuma) 
Approach right turns 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~) feet from the curb. Pull ahead and begin tuming 
the steering wheel when the center of the right front 
wheel Is In line with the curb line of the street the bus 
Is tumlng onto. 

Note: On R.T.S. type buses Une up the rear of the right 
frontwheel with the curbline priorto beginning the tum. 

Right Tuma (wllh object/vehlcle parked near comer) 
The right tum signal must be activated at least one 
hundred (100) feetpriortothe Intersection. Under ideal 
conditions, the buS should be parallel and4 ~ feet from 
the curb or the left side of the object/parked vehicle to 
be cleared. Then pull ahead and begin tumlng the 
steering wheel when the center of the right front wheel 
Is in line with front of the object/parked vehicle to be 
cleared. 

Note: On R.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: 

8 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 oul8lde INffOl'8 for 
a break In traffic and/or any types of potential 
hazards (I.e. pedestrians, pedlcycles). Aftarensur- . 
Ing It ts safe to do so, begin pulllng away to obtain 
seven (7) feetclearancefromthecurbwllhthefront 
end of the bus. 

• Activate the rtghttumalgnal. When the right comer 
of hi.front bumper Is..., (7) feetfrom .. curb 
... back end wl be out two (2) feetflum1he curb. 

• Movettl8busforwant, IUl'lw1galaarlngwheeltottl8 
right to parallel 118 bus to the curb obllti'lg (4li) 
feet right-side clearance. 

• Begin your right tum, when 118 cenlar of the right 
fl'Ol:lt wheel'llnea up wllh lie-curb of·the81reetll& 
bus Is tun*1g onto or the ouler moat left aide of 
obj8Cls such as parked V8t*l11. At 1h18 point 
continue yourtum regulaladtoen8Ul8118 safety of 
.. bus and comfort of the pa8Nr1g818. 

Note: On R. T .S. typebuaea h up the rearoftt,e right 
front wheel. 

,.,. 
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3.311 

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¥l) 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 street the bus is 
tumlng onto. The right tum signal must be activated at 
least one hundred (100) feet prior to commencing the 
tum. 

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 tumlng onto. 

Note: Extreme caution must be exercised to avoid 
pedestrian accidents. Special att.entlon should be paid 
while tuming right Qll a 11fresh11 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 on roller skates, roller blades 
or other devices. If unsure whether It is safe to make 
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the right tum, attempt should not be made; wait until 
safety is assured. 

Lefttums 
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 lntersectk>ri. 
The Intersection should be approached ata low rate of 
speed to enable the Operator to be aware of traffic 
conditions. 

Oncoming traffic must be allowed to clear befOl8 
commencing lie tum. Under Ideal condlllons, the 
Operator wll commence the left tum when the canl8r 
of the left front wheel 1s In line wllh the cenl8r of the 
8118etthe bus Is turi,g onto. Provldedlhatllebuawll 
clear any vehicle which maybe nexttoor approacHng 
the left side of the bus, and wll clear any other 
obstrucllans, the Operator should complele the tum In 
the curb lane. 

Note: On R. T .S. type bu8es line up the rear of the left 
front wheel. 

Left turn lane eelactlon ··· · · 
At marked or posted locations (arrowalalgns) where a 
left tum can be made from two or more lanes, the tum 
must be made from the lane furllest to the right. 

Note: During all types of tums apaad must be regu
lated to assure the comfolt of 118 customers and 118 
safety of the bus. 

,.,, 



1.0.,. • v,h1o1e o,..1o. 

3.118 Operating Spead OCD 
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,sklll, aler1ness, good judge
ment and foresight. 

Note: When operating in the division yards or at other 
MTA facilities, 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) 

3.117 Steering OCD 

3.32 

Every maneuver made with the ~s depends on how 
well the steering wt)eel ls controlled. Resting a hand 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, palms down, opposite each other 
(threeo'clockandnlneo'clockposltion),slttingstralght 
in the seat. 

To begin a left tum, place the right hand at about 
eleven o'clock on the wheel, palm 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, palms down. 

To begin a right tum, place the left hand about one 
o'clock on the wheel, palm down, fingers grasping ht 
ri'n of the wheel and pulling. When the left hand la 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) 

3.111 Tl'lfllc ..... 0(1 
To help eliminate entering II d8rlectio.,s on 8lale yel
low or red lights, an Idea can be borrowed from alrllne 
pilots. When the plane latakfng off, at a certain point on 
the runway there Is a mark known as the ~ 
Point". When the plane goes beyond this point, I la 
comrnltled to taking off because ..... not enough 
n.n,vay left to stop safely. Operators should be pre
pared to stop should the light change to yellow. At the 
appn,priatedlstancefromllelnlersectlon (depending 
on the speed) Operators wll reach a .. Decision Point". 
Beyondthlspolnt, they 818commlttedtogoingthrough 
the lrttersection. Operators should reduce speed and 
keep their foot over the brake whle operalllag through 
the lnleraecllon. (See Rule 3.27) 

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

,.,, 
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3.119 Appllcatlon 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. D0n't11Fan" 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," 
air pressure Is lost On the next downward stroke, there 
Is less pressure av~lable. This tactic does not Improve 
the bus' ability to stop; It hinders It. "Fanning" or 
'"pumping" can also cause the brakes to overheat and 
thereby, lose some effectiveness. 

3.120 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 sliding Into whatever Is In 
the way. 

Such conditions can be avoided by being aware of 
road conditions and slowing down before gettt,ag Into 
trouble. Operators should be especlally watchful for 
streets which have been recenlly resurfaced; they are 
extremely slick In rainy weather. The first rain after a 
dry speU can cause a slippery road condiUon due to 
dirt, ~ leaves and oil mixing with rain or mist on the 
road. Reduce speed when these condltiona exit. 

3.121 IINp Water OCI 
Whenever an Operator encot1118rs a flooded area, a 
reasonableeffortahouldbemadetodetermlnewhelher 
the depth of the water Is approximately eighteen (18) 
Inches or more. Nonnally, lthe waterl88Ches 118 first 
step of the front door entry ft Is a good Indication that 
the water depth exceeds eighteen (18) Inches. If 118 
waterlsdeepenoughtocaueeposslbledamagetothe 
equipment (brakes, etc.), avoid driving through • and 
contact the Control Centerforlnstrucllons. lfttl8 deplh 
of the water Is less than elghlaan (18) inches and can 
be safely driven through, proceed wllh caution at a 
speed not to exceed five (5) mph. (See Rule 3.40) 

3.122 Prlplr llllld lldl ClelfllCI 0 
Maintaining proper right aide clearance Is not always 
easy. Yet, keep tn mind that any time the bus Is driven 
with less than four and one-half (4¥1) 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 must be 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-obtalnable, reduce your speed and remain 
alert. As "Professionals", Operators must take more 
thanthelrshareoftheresponsibllttyforthesafetyofthe 
"Amateurs". 

3.123 Emergenc, Transferring Df Custo•ers OGICD 

,.,, 

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: 

a On the traffic side of the bus, within ten (10) feet of the 
front or rear comers -to mark._ location of the bus. 

a About one huncJred (100) feet behind and ahead of 
the bus, on the shoulder of the lane In which the bus 
Is stopped. 

a Back beyond any hill, curve or other obstruction 
that prevents other drivers from seeing the bus 
within five hundred (500) feet. ff stopped on or by a 
one-way or divided highway, place emergency 
reflectors ten (1 O) 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 orH:Omlng traffic. 

If It becomes necessary to transfer customers on a 
freeway, notify the Control Center as soon as possible. 
The Califomla Highway Patrol or the TOS-Vehlcle 
Operations must be present and the customers must 
not leave the disabled bus until a safe transfer can be 
made. The Operator must lnfonn the Control Center If 
a customer with a disablly Is on-board. (See SOP 
11.104) 

1.124 11111f111nc,C1111•1r ........ OCI · 
If a bus from another agency has broken down, Opera
tors shouldmakeeveryeffortto render assistance and 
should stop If flagged down by another Operator or 
lnlllr-Agency Supervisor. If customers me obaerved, 
stop and pick them up. CUatomers boarding do not 
need to pay a fant. They may ride to 8ffJ point on the 
line. If a transfer ls needed, a free Emergency Transfer 
may be Issued. 

Operators &topping to assist must notify the Con
trol Center and advise If unable to acconvnodale all of 
the stranded customers. (See Rule 7.02) 

1.125 .................. __ OIi 
When customers are loaded through the rear door by 
supervisory peraomel, the supervisor wll ellher ver
bally request the rear doors be opened or signal the 
Operator to do so by pressing the aensillve edge (If so 

,.,, 
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3.128 

3.127 

equipped) to activate the belVbuzzer. After loading of 
customers is completed, the supervisor will signal the 
Operator to close the rear doors by two taps on the side 
of the bus with the hand. (See Rule 3.33) 

Door Operation OCD 
The service/foot brake must remain applied until the 
front and 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 must not be 
moved. 

Ha situation arises where the door operation may 
cause Injury or damage, contact the Control Center 
Immediately. (See Rule 3.33) 

Grade Operation OCD 
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. 



3.121 Operatlml T1chnlq1a om 
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. Ensure that the bus Is clear of 
other vehicles, cyclists, pedestrians and hazards. Be 
aware of pedestrians (particularly chldren), senior 
citizens and persons with disabilities In front of bus. 

On dry pavement, •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 

. lmmedlately. 
If the buscamotbemovedsafelybecauseof alack 

of traction, notify the Control Center. 

B: Stopping 
The Operator should know .. braking capablUllea of 
the bus at d times. Braking capablllty wll vary de· 
pending on such condlltona 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 COldrol and be 
prepnd to slow down or stop. 

Ona dry street, applybrakessmoothlytotheextent 
required. Just prior to the complete stop, l8duce the 
brake appllcation gradually to ellmlnat8 a Jerking mo
tion. On a slippery street, depress the brake llghlly. If 
the drlvewheelsbeglntoslide, release the brake pedal 
lmmedlatelyto allow the wheels to roll freely. Depress 
the brake pedal slightly again, releasing lmmedlately If 
the wheels continue to slide. 

, .• 
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The following are several factors Involved in the 
stopping of a vehicle: 

ReacUon 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 ls 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 
a collision-type accident that would force a panic stop. 
The collision may be avoided but many times a cus
tomer falls. 
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Stapplng Distance Chart 
MPH Feet per Reaction Braking Total Stopping 

second Distance Distance Distance 

10 15 u 7 18 

20 30 22 ··29 50 

30 45 33 63 96 

40 60 44 112 156 

55 75 60 212 272 

flla11l11 
Estimated Feet per Second MPH X 1.5 

Reaction Distance MPH x 1.1 

Braking Distance v2x 7 
100 

Note: When coming ID a 81Dp, stay at a mlnlnun of 
saven(7)feetbet*1dthevehlcleahead. Whan stopped, 
keep brakes applied. 

C: Changlni lanea 
Whenever possible, buses must be operated In the 
right-hand curb lane or the desfgnated bus lane. How
ever, there JU8 times when an 0peratDr must change 
lanes such as: 

0 To get 8l'Olmd a parked vehicle or a fixed object 

0 To pass slower moving vehicles 

O To move Into the proper lane befOl8 making a tum. 

, ... , 



1.0.P. • f/111/de o,.,.1o. 

,.a 

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 anglei· maintaining proper 
clearance. 

D: Followlng Distance 
When following moving traffic, the Operator must have 
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 a passing vehicle begins to move Into the 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 11one 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 lie bus, measure how long It 
takes lie bus to reach that same point or object by 
counting 11one thousand one, one thousand two, one 
thousand three, one thousand four". If lie point or 
object Is reached before counting to four, lie bus 18 too 
close. (See Rule 3.21) 

E: lnteructlon Operation 
WhenapproactqanlnleraecllonlleOperalorshould 
have lie bus under coedlol, wilh both hands on lie 
steering wheel, proceeding at a reduced speed. Ap
proxlmately one hundred (100) feet before lie lnler· 
secllon (aclualspeedconsldered)theOperatorshould 
place a foot over the brake pedal and while cloaely 
observing the lndlcallon of all traffic 8lgnals, be pre
pared to make a smooth, safe stop. The Operator 
should never enter the lnlllr8ectlon I the 8lgnal 18 
amber or Ille entire bus wl not clear. Fallura 1Dclear 
118"9nlectlanCOI aa.aGrldlackaltlsagalllltt,elarl. 

When enlerlng or lnMl'lg hough an fnlenlec
tion, theOperatorahouldyle.ldtopedestrlansandOlher 
dltvels.~ofwhohastwrlghk,f-way, 18111118 
speed only afterclearlngll8 .... lllnNdolL 

Operators should always be alertwhlle approach
Ing alleys, driveways, lnleraecllona or other localJoils 
wherevehlcles may cross Into the path of the bus.Also 
be alert at crosswalks near or In front of the bus zone 
and the people who maybe lnthezoneastheOperator 
pulls out. It Is Important that Operators be aware of the 
poalllon of pedeslrtans, particularly chlldren, senior 
dllzens and persona with disabllltles 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 (4½) feet 
right-side clearance where possible. Where clearance 
Is less than four and one-half (4½) feet, the Operator 
must proceed using extreme caution, being prepared 
to stop if necessary. There are many indications that a 
parked vehicle may pull Into the path of the bus; such 
as a driver In the seat. exhaust smoke, lights on, front 
wheels turned out, vehicle door opening, etc. If this 
occurs, the Operator should place a foot over 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 dlrecUon 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 Spotting bus In zone O 
When spotting ATS, RTS-TMC and Neoplan buses In 
the bus zone, the bus must be spotted twelve (12) to 
eighteen (18) inches from and parallel to the curb, with 
both doors clear of any obstructions or hazards. All 
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other buses must be spotl8d six (6) to twelve (12) 
inches from and parallel to the curb. 

When unable to make a customer stop In a bus 
zone because of the unsafe conditions of gutte,s, 
curbs, sidewalks, or obstructions of any kind, spot the 
bus four (4) feet from and parallel to the curb. 

It is not always possible to get the bus Into the zone 
six (6) to twelve (12) Inches or if applicable, twelve (12) 
to eighteen (18) Inches and parallel. Operators should 
be aware that stopping the bus In any poslllon, other 
than parallel to lie curb slgnlficanlly lncrea8es the 
probablily of an accident. The driver of an automoble 
may not go to the left far enough when at18mpllng to 
pass and may strike the left rear of the bus. lnthlscaae, 
the Operator may have greatly contrlbul9d to the 
cause of the accident. AttnJt/8 spot the bus parallel to 
the curb. 

Pulllng Into the Curb 
When lffl8ble to make a cualomer llop In a bus zone 
because of the unsafe condlllons of guller8, curba, 
~ or obalrucllons of llff/ kind, spot ht bus 
four (4) feetfrqm and parallel to the curb. Thia maneu
ver Is similar to the straight course, except for the 
actual turning Into the curb and clearing the lastobject. 
Beforecommenclngthetum,llnethecentaroftherlght 
front wheel with the front part of the last object to be 
cleared (look Into the outside right rear-view mmw to 
check clearance), start the gradual tum Into the curb. 
Just before 118 right front comer of the bus la going to 
reach the curb, ataer to the left and align the bus 
parallel wllh the curb. Look out for any obstructions or 
objects along the curb. Remember, flfteen feet more 
than a bus 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 tum the steering 
wheel to the left about a quarter of a tum 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 11Clrcle of Danger" begins at the stop line or 
curbllne when approaching and leaving an intersec
tion. At this point, the greatest danger to safe operation 
occurs: converging traffac,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 
headslgn. Also the Operator should be aware of cy
clists riding along the right side of the bus. 

3.13D Operation at Casto111r 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 adjacent to and 
clear of the bus stop sign. 



,,,,.., 

Note: Buses stopping In the first poslllon at zones 
where the stop sign Is placed o1her than that position 
must be pulledforwardtotheforemostpartofthezone. 

. ' 

Second loadlng poeltlon • When the first poslllon Is 
occupied, the second bus should stop seven (7) feet 
behind the first bus, except at localloi'ls where a 
driveway Is located behind the first poslllon. In this 
situation the second bus must stop just prior to the 
driveway. 

Third loadlng position • When the first and aecond 
positions are occupied the thlrdbus wllatopaeven (7) 
feet behnt the bus In the second loading poslllon 
except at localtons where the front doors are posi
tioned over the driveway. In this case, the bus should 
bestoppedjustprlorto"9driveway.Ope,atoraehould 
exerclsegoodjudgementbeforeoper*1gthelrdoorsln 
the third loading poaftlon. eapecfaly atfarslde atop& In 
the downtown area. If I ls anllclpaled thatll8 bus wll 
be stopped for any length of time for customers to 
board oralghtbefoiett19 bulcan be ll'ICM9d, 118door8 
must not be opened until the bus can be pulled to tt,e 
first or second loading position .In order to avoid block· 
Ing out any buses approaching from the 1881'. When 
stopped In the third loading poslllor.. a ·aeconc1 atop 
must be made In the first or second loading poelllon If 
there are any customers In the bus zone. 

Fourll or more loading poelllon: la bus ls stopped 
In 118 number four (4) or more poslllon, 118 Opelator 
must not open the doors unless direcled to do so by 
appropriate aupelVisory personnel. 

Whenoperatlng on UmlteclorExpressservtcaand 
the stop Is speclftcally made to dlacharge customers 
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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 that there are no 
customers attempting to board. 

3.131 Near-Side Stops O 
When approaching a nearside bus stop with parked 
vehicles or other obstructions just priorto the bus zone, 
position the bus approximately four and one-half (4½) 
feetfrom such objects. Pull ahead until the center of the 
front wheel Is even with the front of the parked vehicle 
or any object to be cleared. At this time start a gradual 
tum Into the bus zone. 

Note: On RTS II 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) or If applicable, twelve (12) to eighteen (18) 
Inches and paral~I 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 11safe 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 lllllllstrlcted ••·Side ltllll o 
Ninety (90) feet or more available In the bus zone: 
When approaching and entering a bus zone with 
ninety (90) feet ~r more available, the Operator must 
maintain four and one half (4l'l) feet clearance from 
any parked vehicles. When the center of the right front 
wheel Is In line with the furthennost 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 baM Is longer on these 
busea. 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 ts two. (2) feet 
from the curb, theOperatorshoutdbaglnatralghlanlng 
outandcontlnueforward l.l'dilthewheelaarew"*1 six 
(6) to twelve (12) Inches of the curb. Check the right 
outside mirror to make sure the bus Is parallel befol8 
stopping. If the rear of the bus lsoutlnl18 lane oftrafflc. 
tum 118 81Nrlng wheel a quarter tum to the left juat 
before stopping. This wll bring the bus parallel with 
bo1h doors six (8) to twelve (12) Inches from the curb. 

Note:RTS-TMC,RTSllandNeoplanbuaas818stopped 
12 to 18 Inches from the curb. 

3.133 .................... CCI 
A: More than a bus length butleaathln nlnaty(90)ft 
When approaching and entering a bus zone wlhmol8 
than a bus length but less than '*'8ty (90) feet free 
from obstructions, the Operator should maintain four 
and one half (4l'l) 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 f1><ed object, bring the bus to the right, 
positioning It four (4) feet from and parallel to the curb. 
RTSII and RTS-TMCcoaches must use the back of the 
right front wheel since the wheel base Is longer on 
these buses. 

B: Less than one bus length available 
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) 

1.134 Fm-Side Stops cm 

l•SO 

A common hazard occurs at far-side stops after an 
Operator has prepared to depart, and begins to move 
the bus. About th'- 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 mldblock stops, It is 
often necessary to use at least part of an adjacent lane 
in ordertociear an object just beyond 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 right tum ontothecrossstreet.Operators must 
also position the bus forwardJnthe 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 Unollstnlcllll Far-11118 .. 0 
When approaching an unobstrucled far-side stop, the 
Operator should not activate the tum signals until the 
bus is half way through the lnlersecllon and spot the 
bus six (6) to twelve (12) Inches or twelve (12) to 
Eighteen (18) Inches from and parallel to the curb, 
making aunt I ls clear of the lnliBrsectlon and CRJB1l"l8lk. 

Note: RTS-TMC,RTSllandNeoplanbuaea81881Dpped 
twelve (12) to eighteen (18) Inches from the curb. 

3.1 .................... 0(1 
When approact*1g and enl8mg an obstrucled far
side $lop, Iha Operatorshould spotthebus four(4) feet 
from and parallel to parked vehicle or fixed object. 
lnsurlngthatthe bus lsclearofthecroaawalkanddoora 

, are free from any obetrucllons. (See Rule 3.37) 

Note: Customers should be wamed to be candul In 
boarding or allghllng. 

, . ., 
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3.137 Obstructions or Hazards om 

3.131 

3.131 

3.5z 

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: 

Cl OH 
Cl Diesel slicks 
Cl Objects lying on the freeway 
Cl Dead animals 

(See Rule 3.37 & SOP 2.129) 

lolling lack on a HIii om 
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 
ltfrom rolling back. To avoid being bumped by vehicles 
rolling back into the bus, maintain at least seven (7) 
feet clearance in front of bus when stopped on a grade. 
(See Rule 3.35 & 3.21) 

Station, Faclllty and Yard Operations om 
Follow all Injury and Illness Prevention Program (IPP) 
instructions and procedures. 
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Operators must never run up or down steps In any 
MT A facility. If there are spills on the steps, Operator 
must reportthls to their supervisor. Operator must use 
extra caution when •ps have been cleaned or 
mopped. Operator must use proper IJfttng techniques. 

Operators must never. walk near or Into a 
maintanance shop area unless they have proper au
thorization and It is necessary to do8o to conduct MTA 
business. 

When It Is necessary to enter a shop area, Opera
tors mustneverjumpoveraaervice pitororuseboards 
as a walking surfaces. They must walk cautiously 
around the pit. Operaotrs must also keep a.wet/· from 
equipment and mactnry, particularly ravolvlng ma
chlnerysuch as brake lathes. Do not go near ravolvlng 
machinery, such as brake lathes. Do not look at 
welding operations or expoae youraelf to other haz· 
anls In and around ahop areas. 

When walking In a station, faclllly or division yard 
be alert for moving vehlclaa and always use dealg
nated crosswalks. Be cautious and look ln'boll cllr8c
tiona when crossing between parked wlhlclaa. Stay 
out of traffic lar,es Whenlt Is neceasa,ytowalkthrough 
a parking area. Be alertwhlle walking In the 8hop and 
around fueling, parking and the NrVlce pl areas. 

When operating through stations extreme caution 
must be used by operating vehicles at a safe speed, 
never exoaadlng eight {8) mies per hour, or as other· 
wise posled. When enlertng. leaving or operating 
through the station, Operators ahould also ..... to 
8fP/ verbal Instructions given by a Service Dlreclor or 
appropriate supervisory persomel. 

Watch for persons walking wfthln the yard wt.. 
driving In that area. Theelghl (8) mph speed llrnlmust 

,.,, 
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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 return to 
thebuswithampletimetoproperlyprepareforservice, 
collectthe properfares and depart as scheduled. (See 
Rule 3.47& 3.04) 

3.148 · Unllll'ked la Stops OCD 
In areas where bus stops are not specifically posted, 
make all customer stops at any intersection where it is 
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 fortheconvenience 
of the customers whenever It is safe to do so. (See 
S0P7.103) 

3.141 Posted la 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-street, .......... u. 0(1 
When operating a bus within an off-street terminal, 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 property secured. 

If the Mechanical Departmenthasattachedatagto 
the Instrument panel which reads, .. DO NOT SHUT 
OFF ENGINE", leave the engine running at kDlg 
speed. If the layoverexcaadsone minute the Operator 
Is not required to remain on the bus as long as 118 bus 
has been property secured. (See Rule 3.47) 

1.1a ,__, .. _ .... 011 
In order to ensure 1119 safety and eot,dort of the 
customer8 and to prevent any damage to .. 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 posl8d linlt. 
Be alert for excessive dust. waller and other obatruc
tlons 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) 

1.144 ,,._,._.om 
Avoid making any un.,ecessary lanechanges.Atwlf:/8 
operate the bus defensively and adjust accordingly to 
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3.145 

3.148 

3.147 

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) 

Left Tarn Acl'OSI Railroad Tracks cma 
When railroad tracks are running down the middle of a 
divided roadway at intersections controlled by a traffte 
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) 

Exempt Rallraad Crosslnp cma 
Operators are not required to make a complete stop at 
railroad crossing where the 11exempf' sign has been 
installed. If for any reason, the 11exempf' sign Is no 
longer present a positive stop is required. (See Rules 
3.51 & 3.55) 

Stop Not Required cma 
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) 
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3.141 Rallralll Track Safety OCI 
There are a number of bus routes that cross the 
railroad tracks operating the Blue line. Thus, It Is 
extremely Important that Operators keep the following 
In mind when operating over ralroad tracks: .. 
• · Trains may come from anydirectlononarr,trackat 

anytime. 

• Trains operate at different speeds according to 
condiUons. The train'• speed Is difficult to Judge. 

• When there Is more than one track, trains may be 
on one or all of them; travel,g In oppoalll9 dlrac-
tions. . 

Be aware that one train can obabuct the Operator's. 
view of another train. Do not croas the tracks lffllll al 
tracks can be seen clearly In both dlNcllon8. (See 
Rules 3.51 & 3.55) 

• At no time shall an Operator allampt to croas an, 
railroad track ..... the bus wDI completety clear 
the farthest rall. 

1.1• ..... - ........... , ... 0 
The left side of the bus should be approxlmalelythree 
(3) Inches from the left lane line. This allows enough 
room to walk between rows. Should the air In the 
bellows leak out overnight, the bus may lean to one 
aide. By pm1<lng the bus property, two buses can lean 
toward each olher and not make contact at the top. 

,.11 
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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 Methods to Avoid Accidents when Entering and 
Leaving the Ba Zona O<D 
A: Entering Customer Stops 

O 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. 

e Spot the bus six (6) to twelve (12) Inches and 
parallel or four (4) feet and parallel If Ideal spotting 
Is not possible Whenvehlcles or obstructions make 
It Impossible to getfour (4) feet and parallel, remain 
In the street and use the vehicle or obstruction in the 
zone to block traffic on the right for customer safety. 

Note: RTS-TMC, RTSII and Neoplan buses are spot
ted twelve (12) to eighteen (18) Inches from and 
parallel with the curb. 

• Keep doors closed until bus Is completely stopped. 
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B: Leaving Customer Stops 
• Use mirrors to check that boarding and alightll ID 

customers are clear of doors before closing. 

• Make sure customers are seated or holding on 
prior to moving. 

• Activate tum signal. 

Note: Check the followlng: 

lJ Left outside mirror to ensun, lane Is clear. 

lJ With a sweeping eye movement from left to right 
check front of bus to enau,e that It Is safe to 
proceed. 

lJ Right outside minor tnsurtng that the right aide of 
the bus and the doors are clear of pede8trtan8. 

lJ The left lane agak, glanclng qulckly over the left 
shoulder to ensun, there Is no veNcle In a bind 
spot. 

• Check that the traffic signal Is green for your chc
tion of travel. 

• If there Is avehlclelnthetrafflc laneoraheadof, use 
the two (2) aeconda plus (four (4) aeconda for 
buses) rule or wait l111111he vehicle has moved at 
least fifteen (15) feet ahead befote slaltlng; 1hen 
move forward, gradually galr*1g your four 

, .• 
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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 Anld Accidents In Ille Ba Zone O 

l•liD 

• Spot the 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. 

• Alwaysstrivetostopthebusclearofthetrafficlane. 

• 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. . 

• At farside stops, stop as far fo1Ward as possible In 
the zone so vehicles tuming right from behind may 
more readily avoid the left rear corner 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 Mllllods 18 Anld ........ Falls 0 

3.151 

• Stay aware of customer movements onboard and 
adjust your operation accordingly. 

• Observe traffic closely for sudden deceleration. 

e Mailtaii safe following distance 

8 Avoid unnecessary SUdden brake applicatlons; 
begin stopping sooner. 

• Anticipate braking requlranenlsto.pennitaamooth 
stop wllh a single application. 

• Partially release the brake just as 118 bus allDpa to 
avoid backlash. 

• Regulate .. speed to n,alCh adver8e condlllons 
such as ~r, traffic, etc. 

• Maintain proper right aide clearance four and one 
half (4~) feet I possible. 

e Watchforvehlclesenterlng and leaving driveways, 
alleys, etc. 

8 W*h for "Tip Offs" from parked wHcla8 auch as 
exhaustamoka,llghls, wheels1umed,petSOnB(eape
cially chldlan) Inside or near parked wHclas. 

• If potentlal hazard la sighted, reducel18 speed and 
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prepare to stop. Do not depend on the hom to stop 
the potential hazard. 

• Signal intention to change lanes. 

8 Treat vehicles 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 finn grip and never place hands on the 
• spokes of the steering wheel. 

e Be on guard for drivers looking for a parking place; 
e they may stop suddenly. 

• Stop back from vehicles attempting to park, allow-
• Ing enough space for the backing maneuver. 

3.164 Matllods to Anld Accidents at Intersections O 

O 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, regardless 
of what traffic signals. indicate. 

• Remember amber signals are not 11Go" signals. 

8 Make a fuU stop at all stop signs. 

• Signal Intentions to tum, and keep proper right aide 
clearance. 

e Wait for opposing traffic to clear before making a 
left tum. 

• When proceeclng stralgltacroas., lnlel88Ctlorr, be 
alert for opposing traffic walling'> make a left tum. 

I 

3.155 c, .. ., ....... ,11111 ..... (CIA)OCI 
Operators must Inspect the CEA units prior to leaving 
the division yard for the following: 

Defects to look for: 
CJ Body Damage 
CJ Interior Damage 
CJ Tires· low, Rat, Bald, or Damaged 
CJ Cleanliness 

H any of the above mentioned conditions are folnl, 
they must bereported to the appropriate management 
representative lmmedialely. (See Rule 3.58) 

,.,, 
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3.158 Contra-Flow Lane CD 
Operators must use extreme caution while operating 
through the Spring Street Contra-Flow lane and must 
adhere to the following procedures: 

a Reduce speed; 

a Keep headlights on (low beam); 

a Operate as close as possible to the double yellow 
line; 

a Watch for pedestrians, especially at lntersecUons 
and crosswalks; 

Cl Must not pass between Ninth and First Streets, 
unless authorized by Supervisory Personnel; and 

Cl May pass between First and Macy Str8ets but. 
must use extreme caution when doing so. 

(See Rule 3.10) . 
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1.1• lenll'IIStatllllllt 
Alt MTA Operators will be required to provide and 
properly maintain prescribed uniforms whlle on duty. 
Operators shall puldlaae uniform Items only from the 
approved uniform source bycalllng and ordering direct 
from the tnform COldractor. The telephone number Is 
avalable at all divisions. Unlfonn Items wftl be dellv· 
ered to each Operator's home division. 

1.111 .............. ,,...... 
The yearly uniform allowance called for In the collec
tive bargaining agraement wll be cndlled to each 
Operator's lndlvldual accountwllhll8 deslgnaled 11'11-
form provider on the flrat payday following the 
Operator's employment a1weraary data. Unlfonn 
pun::hases In lie amot.l1t up to the cndla d 8lfpend may 
be made after an 0peralon amlversary dal9. U,lloml 
lems purchasadwhlch.-aedl18 .. ld ll'IIOlltmay 
be paid for by check or aedltcard. 

Addlllona1 unlorm lama may also be pun:haad on 
the Payroll Deducllon Plan. Opei8ffl may Ul8 payroll 
deduction once yearly up to a maxlnun of $3)0.00. 

1. New Operators during their nmty (90) day proba
tionary period wl be ,equll8d to provide them· 
selves a uniform shirt and tie, andwlll be allowed to 
wear dark slacks, which may or may not be regula-

'·1 
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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. 

1.102 Watches <D 

1•2 

Operators who prefer not to pay cash for their watch 
may arrange through the Division Manager to pur
chase their watch through payroll deduction, subject to 
the following conditions: · 

A. An Operator may purchase a regulation watch pro
vided1hatitdoes not exceed $150 and1hatthere is no 
previous balance on a watch purchased through 
payroll dedllCtion.Afr/ amount exceeding $150 must 
be paid directly to the vendor by the Operator. Arr/ 
watch purchased by payroU deduction can only be 
made at approved contract vendors. 

B. A student Operator who has been qualified to be 
placed in sesvice, may purchase a regulation 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. 



Operator/Customer 
Relations 

1.1• Genni Stltlalat-Cllll•ar Rlllllw(D 

7 

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 118 cuslomer8. 

The Operator Is MTA's moat Important pubic 
relations repreae1 dative. In moat Instances, the Opera· 
tor is 118 only personal contact the cuatornerwll have 
with the MTA. The public's pen:epllon of and attllude 
toward our agency Is fonned by the contact batwNn 
the Operator and customer. 

This section deta8s apedlic procedul88 which, 
when used In conjunction with Section 7 of the Rules, 
wHI ensure a safe operation,· promote poaftlve cus
tomer relations and help fonn the Image necesaary to 
sustain public support and patronage. 

Proceduresoutllnedlnthissecllorueftectthe 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 empowennent comes the ullimat8 responsibility 
for ensuring that the prlnclples of aafe1y are never 
compromised. (See Rule 7.01) 

7•f 
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7 .101 CoD111unlcatlonJLan1•1• lanlers 
Operators dealing with customers who cannot speak 
English, have speech Impediments or hearing impair
ments, or otherwise find it diffacult 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 distincUy. and H 
necessary, request assistance from another customer. 

7.102 ReqUIStl f• lnfonmdlon • 
Operators should provide customers with general in
fonnation 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 MT A's Public lnfonnation 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 Calling Stops om CD 

1·2 

Announcing transferpoints, major intersections, 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 It Is In 
working order, It must be used for this purpose. An
nouncements should be made Ina clear, dlstlnctvolce. 

Not only Is this~ reflective of a professional 
transit system, It assists the Operator as weU as the 
customer. The Operatorwll e,cperlence fewer missed 
stops, fewer complaints, less dwell time at each stop 
and wll become more famfflarwithfle stops along the 
route and be better equipped to answer a customer's 
questions. (See Rule 7.03) 

7.114 lderlll'Spak1110• 
Exterior Speakers should be used for the purpose of 
announcing a wheelchair 11ft deployment. the line and 
destination at stops that service more than one bus 
line, or In the event of an Inoperable headslgn. 

7.1. AllgldlnlO 
In an effort to alow passengers to board freely and 
reduce cor.gesllon alOll'ld the faNbox. allghling cus
tomers should' be poHtely requested to use the rear 
doors. 

1.1• ..... oa 
Customers ll lil8C81Sarlyblocklngthe alslesoratand
lng lnthestepwellsshould be requesledln a courteous 
rnamer to move toward the rear d the bus. 

7•1 
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7.107 Smoking, Food/leverage, or Radios on Buses· 
Customers OCD 
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 .~ating 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 turned In 
to the appropriate management representative at the 
completion of the day's assignment. (See Rules 2.37, 
7.08 & SOP 2.131) 

1.1• Carrying Clllt8alars Past a Stopa 
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 .101 Customer ConenlencaJEmergency 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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7 .110 Accesslllle Service oa CD 
Wheelchairs - Operators shaD check the bad order 
(B.O.) wheelchalrllft llstfromthe Maintenance Depart
ment posted Inside the. division train-room prior to 
departing for their assigned bus. Buses tagged 8.0., 
and listed on the B.O. wheelchair 11ft 11st wHI not be 
tested prior to pull-out. However, the defect wHI be 
noted on the Operator's Vehicle Condition Report 
card. 

Operators must report to the Maintenance Depart
ment, prior to pull-out, all Inoperable wheelchair lifts 
that are not tagged or noted on the 8.0. wheelchalrllt 
11st. Any defects found after puUlng-out must be re
portedtotheConlrolCenlerandnollldontheOperator's 
Vehicle Condition Report cant and when being re
lieved, notify the Operator making rellef Oflle 8.0. M. 

Nways select a flat, open 8198 for loading or 
unloading of customers. Neverdeploylle wheelchalr 
11ft where trees, utlllty poles, fire hydranll, and olher 
such obstacles could jeopatdlze .. aafety Of .. 
customers, or cause poasl:,le damage to the 1ft. 

AtNays make sure that·lle banter plate la In the 
correct posllion prior to boarding custornens. The bar
rier must be upatalltimes,exceptwhenllellftplatfonn 
la resting on 1he ground or In the fuly atovsed posllion. 

If a malfunctlon should occur or I you an, &mS1n 
of lie proper method of operation, dlacolllll,ue the uee 
of 11811ft and notify lie Comrol Center. Do not use a 
wheefchalr 11ft that has· malfln:lloned and has not 
been repaired. 

Wheelchair customers should be allow8d to board 
first and alight last. This wll cut down on the 8fflOl.l1t of 
time spent In the bus zone. 

1•1 
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Note: If the bus Is filled to capacity and a customer in 
a wheelchair wishes to board, the customers on board 
must be requested to vacate seats in the 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 
11ft without overhang. The wheelchair 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 ,nay be suggested to 
the customers that they back onto the lift to minimize 
the manewering required to fit Into the securement 
area. 

Customers In wheelchairs 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 

8 Rear wheel damp device 
• Two (2) wheel securement 
• Hamess type seat belt .. 

Braking Devlce•Allcustomers in wheelchairs should, 
but are not required, apply the braking device while on 
the ramp or securement area. It Is the responslbility of 
the Operator to ask If the customer Is secure, both on 
the lift and in the securement area. 

Responslbllily for wheelchair securement 18818 
wilh the customer; however, the Operator must 8881st 
when requested to do so. 

Note: Remember to eycle the· llft pn,perly; If done 
incorrectly. the lift may collapse. Stowing of the liftwlh 
a customer on the platform could f88Ult In serious 
Injury to the customer. No CUllOmer8 or olher ob)ecls 
should be on or near the 11ft platform during the stow 
operation. 

Expanded Se;vlces • Eldertycustomer8 and persons 
wlh dlsabllllles not using wheelchalls, wHI be allowed 
the use of the llftto board and alight upon request. (See 
Rule7.18) 

Operators wll follow the cunent MTA procedures for 
safe wheelchair use when aervlcing the customers. 
Operators must be particularly alert that the palnJn 
does not lose balance. 

7.7 
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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 buses 
Loading customers In wheelchair 
• Spot the bus 12• to 1 a• 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. 

• Prior to activating the wheelchair lift, Instruct poten
tial customers waiting to board to stand clear. 

To apply power to the wheelchair 11ft 
e Uftthecoveronthe MASTER SWITCH and tum the 

switch on. 

To deploy wheelchair 11ft 
e Tumselectortoextendpositionanddepress 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 rest on the 
ground and the ramp Is lowered. 

Customer Is now ready to board 
• Instruct the customer to roll onto the center of ht 

platform and set the wheelchair brake. 

To ralae platform 
• Tum ht selector to UP position and depresa ht 

FUNCTION button until the barrier has reached ht 
floor level. 

To stow wheelohalr 11ft 
• Turn ht selector to STOW poalllon and depress 

the FUNCTION button lftl the 1ft Is fuly stowed. 
The NO STEP llghtwil ..»out.Turn the eelactorto 
OFF position, and MASTER SWITCH to .off posi
tion. Return the key to the WHEaCHAIR LIFT 
master switch and tum to 118 OFF poalllon. 

Unloading of ouatolller In wheelohalr 
e Follow ateps 1-4 for "Loading Cuatomer(s)". 

e Instruct the customer to roll onto the cenlBr of 118 
platform and set the wheelchair brake. 

• Follow step 5 for "Loading Cuatomer(s)". 

7•1 
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e After the customer has alighted, follow steps 7 and 
9 for "Loading Customer(s)". 

Flxible 1800 & 2700 series 
Loading of customers In wheelchair 
O Spot the bus 12· to 1a• 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 
fast Idle. 

• Prior to activating the wheelchair lift, instruct the 
potential customers to stand clear. 

To apply power to the wheelchair 11ft 
• Depress POWER ON button. 

To deploy wheelchair 11ft 
8 Tumtheselectortothe PLATFORM position. Press 

the FUNCTION button until the lift Is fully extended. 

• Tum the selector to the LOWER position. Press the 
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 

FUNCTIONbuttonuntilthelnnerbarrierhasreached 
floor level. 
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0 Instruct the customer to release the wheelchair 
brake and proceed to the designated seating area 
and secure wheelchair as described earlier In 
Wheelchair Securement. 

To stow wheelchalr 11ft .. 
• Tum the selector to the STOW position. Press the 

FUNCTION button until the lift Is fully stowed and 
the NOT STEPS light ls out Disengage FAST IDLE 
and close the front door. 

Note: POWER ON llghtwll go off when the front door 
lsclosed. 

Unloading customer In wheelohalr . 
e Follow steps 1-4 for "Loading Customer(&)". 

• Tum the selector to the RAISE posillon. Press the· 
FUNCTIONbullonunlltelnnerbanlerhasreached 
floor level. 

8 Instruct the wheelchair~ ID roll onto 118 
· center of~ platform and set the parking brake. 

8 Follow slap five (5) for .. Loading Customer(&)". 

• Afterthecustomerhasallghted, followstepra,e (9) 
for "Loading CUstomera". 

TMC-RTS 1900, 2000-2200. 2300-2400 series 
Loading customer In whealchalr 
• Spot the bus 12" to ur and para11e1 to the curb. 

Before operating the wheelchalrlift; set the parking 

1· '11 
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brake, activate the hazard lights, and place the 
transmission in neutral. 

e 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. 

8 Insert the wheelchair lift key Into the WHEEL
CHAIR 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 wheel
chair lift outside overhead lamp, Illuminate the 
wheelchair lift telltale lamp on the Instrument panel 
and flash the LIFT IN OPERATION lamp on the 
control tower. 

Right-hand Switch Panel . 
8 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 '1ull" open position. 

• With the POWER switch on, all telltale lights can~ 
tested by depressing the PUSH TO TEST lamps 
switch. 
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Note: Releasing any control swilch wnt atop that 
switch's fll1Clion inmediately. 

To deploy platform . 
8 Rotal8theM0DEswllchtothePLATFORMDOWN 

position. Push and hold .. the START swlldl and 
release it when the platform is fully deployed and 
the FULL DEPLOY light tums on. 

To lower platform 
0 RotatetheMODEswllchtothePLATFORMDOWN 

position. Push and hold the START awlldl and 
release It when the platform reaches gl'Oll'ld level. 

To lower restraint 
e Rotat8118MOOEswllchtotheRESTRA1NTDOWN 

position. Push and hold the START 8Wtil and 
release It when the restraint reaches gl'Oll'ld level. 

CUstomer 18 now reedy to board 
• Instruct 118 customer to rol onto 118 cenl9r of l'l8 

platfonn and aet the whfelchair brake. 

To ral8e reab'81nt 
e Rotate 118 MODE ewllch to the ·RESTRAINT UP 

position. Push and hold the START swllch and 
release It when the resbalnl reaches '1ull up". 

To raise platform 
e Rotate the MODE 8Wllch to the PIATFORM UP 

poslllon. Push and hold the START swllch and 
release It when the platform is at floor level and the 
FLOOR LEVEL light tums on. . 

7.r, 
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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 11ft 
e Rotate the MODE switch to the PARK position. 

Push and hold the START switch.After a time delay 
the platform will begin to stow. Release the switch 
when the platform Is fully stowed and the PARKED
LOCKED light turns on. 

To tum power off 
• Tum POWER switch to OFF and lower the guard 

cover. Close and lock control panel lid. Retum 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. 

Unloadlng customer In wtleelt;:halr 
O Follow steps 1·7 for 11Loadlng Customer(s)". 

• Instruct the customer to roll onto the center of the 
platform and set the wheelchair brake. 

• Following steps 8-9 for 11Loadlng Customer(s)". 

8 After the customer has alighted, follow steps 
11, 12, 14 and 15 for .. Loading Customer(s)". 
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oa ng r 
• Spot the bus 12• to 1 a· and parallel to the curb. 

Before operating the wheelchalrllft, setl18 parking 
brake, activate the hazard Ughls, place the trans
mission In neutral, open the front door and engage 
fast Idle. 

• Prior to activating the wheelchair 11ft, Instruct the 
potential customers to atand clear. 

To apply power to the Wlleelchalr 11ft 
e Depress POWER ON button. 

To deploy wheelchair Int 
• Tum the selector to the EXTEND poallion. Prw 

the FUNCTION ~unllltheHftlsfullyextalded. 

• Tuml18selectortothe LOWERposlion. Prwthe 
FUNCTION button unlll the llftcomesto rest on the 
ground and1he ramp Is lowered. The outer barrier 
should lower when the Nit contacl8 lie street or 
curb. 

Customer Is now ready to board 
e Instruct the customer to roll onlD the center of lie 

platform and eacure the wheelchair brake. 

To ralae platform 
• Tum the selector to 118 RAISE poalllan. Press the 

FUNCTION button and as the 11ft begins to raise, 
check to be 8Uf8 that the outer and Inner barriers 
are in the raised position. Conllriue to hold the 
FUNCTION button depressed unlll the platform Is 

7•fl 
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at floor level and the inner barrier has fonned a 
bridge to the floor. Observe operation carefully to • 
be sure the safety of the customer is maintained. 

0 Instruct the customer to release the wheelchair 
brake and proceed to the designated seating area 
and secure wheelchair as described In the 
Securernent of Wheelchair. 

Stow wheelchair 11ft 
• Tum the selector to the STOW position. Press the 

FUNCTION button until the lift Is fully stowed and 
the NOT STEPS light Is out. Disengage FAST IDLE 
and close the front door. 

Note: The POWER ON light will go off when the front 
door lsclosed. Hthe liftwlll not "stow" depress the NOT 
STEPS and FUNCTION buttons simultaneously. 

Unloading customer In wheelchair 
• Follow steps 1-4 for "Loading Custorner(s)". 

• Tum the selector to the RAISE position. Press the 
FUNCTION button until the Inner barrier has reached 
floor level. 

• Instruct the customer to roll onto the center of the 
platfonn and set the parking brake. 

e Follow step five (5) for "Loading Customer(&)". 

• Afterthe customer has alighted, follow step nine (9) 
for "Loading Customers". 
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Flxible 2700 series 
See wheelchair instructions for Flxible - 1800 Serles. 

Neoplan 3300-3700 series 
Loading of customer In wheelchair 
• Spot the bus 1 a· to 24• 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. 

• Prior to activating the wheelchair lift, Instruct the 
potentlalcustomers waiting to board to stand clear. 

To apply poL19I' to the wheelohalr ftft 
• Depress MASTER swrrcH button. Button wRI 

glow "red". 

To deploy wheelchair 11ft 
8Tumselectorto PLATFORM. PresaandholdfUNC. 

TION button 11'1111 the platform Is formed and green 
Hghtgtows. 

• Tum the selectortoLOWERposlllon. Preas FUNc
TION button and hold anl the platform comes to 
rest on the ground. 

e Tum the selector to BARRIER-DOWN poslllon. 
Press and hold FUNCTION button until platform 
barrier Is down. 

Customer In now nl8dy to board . 
• Instruct the customer to roll onto the center of the 

platfonn and set the wheelchair brake. 

1•11 
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To raise barrier 
0 Tum the selector to BARRIER-UP position. Press 

and hold the FUNCTION button until the barrier is 
up and the platfonn Is level. The green light will 
glow. 

To raise platform 
• Tum the selector to RAISE position. Press and hold 

the FUNCTION button until the platfonn 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 wheelchair as described In the 
Securement of Wheelchair. 

To stow wheelchair 11ft . 
e Tum the selector to STEPS position. Lift the red 

cover over the STEPS swlldl and hold the switch In 
the up position. Press the FUNCTION button until 
the red NO STEP light g~. 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 roll onto the center of the 
platfonn and set the wheelchair brake. 

• Follow steps five (5) and six (6) for .. Loading 
Customer(s)". 
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8 After the customer has alighted, follow steps eight 

(8), nine (9) and eleven (11) for .. Loading 
Customer(s)". 

Note:WhenthereardoormalfuncllonsontheNeoplan · 
buses, It may be required, Wider the dk8ction of the 
Control Center or TOS-Vehlcle Operallons, to deacll
vate the rear door, along wllh the rear-door lnlartock. 
When the rear-door Interlock Is turned off, the wheel
chair lift must not be used tnler any clra.lnatancea. 
Unlike other coachea, the Neoplan bus can lnadvert· 
enlly move while the lift Is being used, 1118 lnllrtock 
Is deactivated. 

If the doors ahould rnalblCllonwhlle a CU8IDmer la on 
board, call the Control Cenlar.Arrmagemenbs wllfor a 
TOS-Vehlcle 0peratlona to deal with ht liluatlon. 

RTS II 4400 series 
See wheetchalr i18lructlons for ATS 11 • 8200-9100 

RTS II 8200-9100 series buses 
Loading ouatomer In wheelchalr 
• Spot the bus 12" to 1r anc1 para1e1 to .. curb. 

Before operatlngl18wheelchalrllt, aetll8 parking 
brake, activate the hazard Iii* and place .. 
transmission In neutral. 

e Place the door control handle In 118 REAR DOOR 
OPEN position. This Is designed to render ht 
accelerator Inoperative and acllvate the rear door 
Interlock. It also tums on the green light over the 

7•fl 



1.0.,. • Op11alllrlt:11•'11m11 R1/atlon1 

1·211 

rear door, the rear door stepwell lamp and the exit 
door lamp. 

e Insert wheelchair 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. Illuminate the outside overhead lamp, thewheel
chalr lift telltale lamp on the Instrument panel and 
flash the LIFT IN OPERATION lamp on the control 
tower. 

Right-hand switch panel 
To apply power to wheelchair 11ft 
8 Using the WHEELCHAIR LIFT MASTER KEY, 

unlock and lift cover on the control panel located at 
the rear door. 

• Lift guard 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 platfonn 
e Push the left hand PLATFORM switch to the DOWN 

position and hold. Release switch when the plat
form Is fully deployed and the FULL DEPLOY light 
turns on. 

0 Push the right hand PLATFORM switch to the 
DOWN position and hold. Release the switch when 
the restraint reaches ground level to avoid possible 
damage. 
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To lower restraint 
e Pull up and move lie 18Stralntswltchtoll8 DOWN 

position and hold. Release the swilch when the 
restraint reaches g~ level. 

Note: Releasing any contrQI switch wll stop that 
switch's function immediately. 

Customer la now ready to board 
• Instruct the customer to roll onto the cenlBr of the 

plalfonn and set the parkk1g brake. 

To raise restraint 
• Pull up and move the restraint awlcti to the UP 

position and hold. Release the awllch when the 
restraint reaches the FULL UP position. 

To ral• the platform 
e Push lie right .hand platform awlch to the UP 

position and hold. Release 1he switch when the 
platfonn Is at floor level and the FLOOR LEVEL 
light"turnson. · 

e Instruct the customer to release the wheelchalr 
brake and procaadto the dealgnaled eeatlng w 
and aecure the wheelchalr. 

Tostowllft 
e Lift the guard cover on the PlATFORM UNLOCK 

switch. Push the PlATFORM UNLOCKawlch on 
at the same time the left hand PlATFORM awllch 
Is pushed to the park position and hold both 
awllchN. After a tine delay the plalform wll begin 
to park. Releaae both awllches when the platform 
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is fully parked and the PARKED-LOCKED light 
comes on. Lower guard cover on the PLATFORM 
UNLOCK switch. 

To tum power off 
• Tum power switch off and lower guard cover. Close 

and lock control panel lld. Retum key to the wheel
chair lift master switch and tum to the off position. 

Unloading customer In wheelchair 
• Follow steps 1-7 for 11loadlng Customers". 

• Instruct the customer to roll onto the center of the 
platfonn and set the parking brake. 

• Follow steps 8-9 for "Loading Customers". 

• After the customer has alighted, follow steps 11, 12 
and 14 for 11Loadlng Customers". (See Rules 7 .15 
& 7.16) 

On-TI• , ...... nee Wll'l'IIIIV Pro1ra• CD 
In an effort to build customer confidence and show that 
the MT A 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) 

Custoaer 11Flasll Clrds" om CD 
Customers who have difficulty reading bus headslgns 
due to visual lmpalnnents, e1c., may obtain line/route 
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ldentlflcalion cards from the Customer Aelalions De
partment. The a• x e· cards can be easily seen when 
approaching the zone. · 

Operators should be •rt for customers who may 
be displaying these cards, particularly when servicing 
bus stops which serve more.than one bus lne. Every 
effort must be made to afford the customer ample 
opportunity to board the desired bus. If avalable, the 
Operator should use theexterlorapeakerto amow,ce 
the line/route number. (See SOP 7.104) 
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Tariff Regulation 
Fare Collection 

1.1• llllll'IIState•nt 

B 

This section details the proper procedul88 used In 118 
collection of fares and 8000Lllllng for MTA revenues. 
These procedut88 may be amended or changed from 
time to time by Bulletins, Notices, and Special Instruc
tions which will be made avalableto all Transportallon 
Department personnel. Operators must apply -
procedures whle acllerlng to the rules In Secllon 8 of 
the Operator's Rule Book. 

1.111 · , .. 1:11 ...... 
Customers are ,aquesl8d to l8l'1der 118 exact fate to 
uUUzethe MTA transportalionaervlces. Cash fares are 
payablewllhUnlledStatescolnsandcurrencyonly.AI 
cash and token fares must be deposited dlractly lnlo 
the busfareboxbythecustomer.AH olharformaoffara 
payment wll be Inspected for the proper valldallon. 
This lncludea but Is not linlled to monlhly pasaaa. 
transfers, ticket vendor macl*'8 (TVM) tlcketB and 
employee passes. (See Rule 8.06) · 

,., 
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Fare Disagreements O 
Operators must make a reasonable effort to collect the 
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 proper fare, the 
Operator should not pursue the matter, but should 
submit an Unenforced Rule Report card. (See Rule 
2.37, 7.06& SOP 2.130) . 

Llca1Servlce 
Local service lines are numbered 001 through 299. 
These lines service all designated bus stops from 
18rmlnal to 18rmlnal on a designated route of line. No 
restrictions apply to this type of service. Basic fare 
applies to any destination on ~ llne. 

Uadted Service 
Limited service llnes are numbered 301 through 399. 
These llnes operate in local service until they arrive at 
the first designated llmlted stop. Generally. llmlted 
stops are at major cross stree1s with connecting lines. 
Limited stops are listed on the reverse side of the route 
map under •service restricUons•. Limited lines do not 
operate on the freeways. Basic fare applies to any 
destination on the line. 
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Express service lines are numbered 401 through 599. 
These lines operate ·tn combined local and/or re
strlcled service with portions of the route operating on 
the freeway or via the Busway. Distance lncramenla 
will be charged based on the·number of mies traveled 
on the freeways or Busway. Refer to the llne tariff on 
the reverse side of the route map for appropriale fare 
lnstrucllons. 

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 wll 
n,qulnt the base fale only and portions of .... wll 
raqulle distance Increments. 

Note: Special Services lines are runbered 600 • 699 ~ 

1.1• .................. . 
Customers maypun:haseexpress lncrementllblmpe 
to pay dlatanca Increments. These express .1C19111811l 
stamps are affixed to the regular and the joint regular 
monthly pa••• Only one express Increment atamp 
may be affixed to each pass. 

Example: A customer wllh a runber one (1) Incre
ment stamp affixed to the pass, who boards a llne that 
requires a number two (2) Increment stamp, wll be 
required to pay the difference In cash or tokens. 

Customers camotuse a monthly pass In combinalion 
with a transfer for payment of express distance Incre
ments. Increment stamps are not vald for parllal 
payment of fare on special event lines. 

,., 
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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. 

Printed Tariffs 
Unes with fare Instructions, fare check procedures and 
service restrlcUons 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 locaV 
limited procedures apply. To Identify this type of ser
vice, the words " Reverse aide lntenUonally left 
blank'' are printed on the front of the route map. 

Montlllf ,_ • Loi Angela County 
Current monthly passes are valid for unlimited use In 
Los Angeles County. The regular monthly pass Is valid 
on all locallllmltecf 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 at the 
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 Cityrlde 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: All fonns of fare media Issued and honored by 
MT A are posted at all operating divisions. 

1.111 JllntllllltldJ,_ 
Customers who desire to utHlze joint mo1dhly aervlcea 
on Long Beach Transit or Foolhll Transl and MTA 
service can purchase a joint monthly pass. These 
monthly passes are Identified wltl a stamp affixed to 
an MTA pass. The stampwll be the same color a the 
monthly MTAatamp. Thestamp'acost. and the letlenl 
LBT/MTA or FHIMTA Is lmprinled on each stamp. 

Note: MTA monthly passes are not valid on FooNI 
TransltZona buses. However, thaae paaaaa 819valld 
In L.A. County on Ines 11~498operated by the Inland 
Empire.· 

1.111 111aa111111•(El••••111J,Jr.11 ............ .. 
1111 Clllllt/VN81181a1) 
Student paasea are lldended for use by 8ludanta who 
meet MTA requirements. Student passes are valld 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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8.114 

,., 

distance Increment charges on express services when 
valid student passes are used. 

There Is no reduced fare for students paying a cash 
fare. Additional fare may be required for special ser
vices. 

Special MTA V .I.P. Passes 
This special pass will be honored for travel on all MTA 
buses and trains. The holderofthlspasswlll be exempt 
from any express Increments. This pass will bear the 
holder's name and an expiration date. 

Use If Passes on Special Events 
Instructions will be given on Individual special event 
tariffs, or by Transportation Department notices (TD). 

E1111IDJ11PassesCI 
When presented by the person to whom ttwas Issued, 
an annual MTA pass or temporary employee pass will 
be honored on all MT A llnes, 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, 
pull-out or out-of- service trips. (See Rule 4.16) 
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8.115 EIUllllllf Elllllll;eePISll'rlllllllllllwle1 
81'1111• Count, Trwlt Autlllllt, (GCTA) 11111 MTA 
Employee, spouse, dependent and retiree amual 
passes wlll be honored forfare to all desllnations on all 
lines serviced by the OCTA and the MTA. OCTA 
passes are easly ldenllfled'by the OCTA logo. The 
holder's photo Is affixed to the pass. 

1.111 Elcllllllelf.....,_,_ ................. 
-ltralllldltTA 
Employee passes wll be honored for fare to aB deltl
nationson all llnesservlcedby1heSan Bemanllnobua 
lines (Omnltrans) and the MTA. Omnllrana employee 
passes are lderllifled by 118 blue Onw-iltnlns logo on a 
whilebickgrolnl. Theemployee'aphomwlnotbeon 
the pass.Spouaeanddependel1tpaa111arenotvalld. 

1.117 llcll111111.....,. .................... . 
lltlllTA 
MTA employee passes wl be honored for fare to an 
desllnallons on all lines serviced by 118 Riverside 
Transit Agerw:y (RTA) and the MTA. RTA employee 
passes are lderdified by the RTA logo on a while 
backgroood. The employee's photo wll not be on the 
pass. ' 

MTA employee passes wll be honored for fare to 
all de8llnatlons on the 110 and 496 llnas. Spouae and 
Dependent passes are not valid. 

1•1 
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8.111 Confiscating Passes/Fare Madia 0 
If an Operatorsuspectsthatacustomer's pass orothe1 
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, explalnlng that the 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 Resourcei 
Department for recovery. Again, proper discretion 
must be exercised In order to avoid altercations. 

Uponcompletlonofthe assignment, a ·Counterfeit 
Fare Media Incident Report", must be submitted pro
viding the identity ~ other pertinent Information. 

1.111 Senior Citizens 

••• 

Customers requesting a Senior Citizen fare for MTA 
services must present one (1) of the following proper 
Identification cards. These cards must be shown to the 
Operator at the time the fare Is paid, regardless of the 
method used for paying the fare • 
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• Medicare Cerd • This Is not a photo 1.D. card. 
Customers must be 62 years of age or older. 

• Senior Citizen Reduced Fare Pennlt • This yel
low card ls issued by LosAngelea Cotmty. Custom
ers must be 62 years of age or older. 

e Deparbnent of Motor Vehlclea Identification 
caret - customer must be 82years of age or older. 
The customer's photo Is affixed to Ids card. 

8 UTA Senior ldentllloatlon Card (L.A. City) -
Customer must be 82 years of age or older. 1he 
customer's photo must be affixed to this card. Also, 
a current monthly stamp can be aflixedtob card. 

e MTA Senior Identification caret (LA. County)· 
Customer must be 82 years of age or older. Also, a 
current monthly stamp can be affixed to lie card. 

SenlorClllzen Reduced Fares do notapplyoncertak1 
special events services. Se!l lndlvldual apeclal event 
tariffs for further lnstrucllons. 

Note: Senior clllzens boarding express buses and 
paying a cash fare or preaentilag a transfer must show 

~ the proper ldetdlficallon to pay .. reduced cash fare 
and 1he reduced express lnCl8ment chmge. 

1.1a ,._ w11111111111111111111 
Customers requesting a reduced dlaabled fare for 
MTA services must present one (1) of the following 

,., 
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proper identification cards. These cards must be shown 
to the Operator at the time the fare is paid, regardless 
of the method used for paying the fare. 

. . 

8 Loa Angeles County Transit Operator's Asso
ciation Card (LACTOA) 11DISABLED" and the 
.. Expiration Date" must be clearly visible on the 
face of this laminated card. The customer's photo 
is affixed to this card. · 

• DMV Placard Identification Card - This is not a 
photo I.D. card. 

• Medicare Card - This is not a photo I.D. card. 

8 Disabled Veteran DMV Placard (I.D. card)• This 
is not a photo I.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 
retainthetransferatreducedfare. When paying a cash 
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 wheelchairs are entitled to the re
duced rate without providing a reduced fare Iden
tification card. 



8.121 MTA....., Ticketsa 
Strip Tlcketa 

, ... , 
Strip tickets, previously sold by MT A agents, will be 
honored onall MTA bus lines forthep(•dedfacevalue 
toward the appropriate fare. Strip tickets are not valid 
on rail lines. 

Ticket Vending Machine tlcketa (TVU) 
TVM tickets are sold at an raH slatlons. These 1lcketa 
are pri dad In two colors, yellow or blue. The yellow · 
TVM tickets are valid for fare on the ral lines only. The 
blue TVM tickets are valid on the Rall Linea, MTA and 
rmri:tpal busea. Only a valid blue TVM ticket la U88d 
to transfer between MTA aervlces and/or rmri:tpal 
buses. Bus Operators receiving tll8 blue TVM 1lcketa 
are to inspect the tickets expiration time, tll8 dal9, and 
the leltitr Indicating the type of fare paid. 

R = Regular 
RR = Regular (ROl.lld Trip) 
E = SenlorlDlsabled 
ER = Senlor/Dlsabled (ROl.lld Trip) 

If no further transfer Is raqueated, tll8 Operator wll 
collect the blue TVM ticket and tum I In along wllh lie 
other transfers received. If further transfer 18 required, 
the Operatorwllcollectthe appropriate fare and retum 
the blue TVM ticket to lie customer. 

Note: TVM tickets are not to be depoellad In the 
farebox. 

' . .,., 
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8.122 Tokens 
The New LA Token Is accepted on MTA buses for base 
fare and/or toward fare Increments. Any combination 
of tokens and cash Is acceptable for fare payments. 

Henry E. Hunttngton and MTA tokens previously 
sold by the Authority have the equlvalentvalue of $.85 
credit toward the base fare or fare Increments. 

Tokens wlll not be accepted to purchase transfers. 

Refunds wlll not be made to customers when the value 
of the tokens deposited In the farebox exceed the fare 
to be paid. In no event wlll tokens be redeemed for 
cash. 

Note: MTA Olymplctokens wlll no longer be accepted 
for payment of fare. 

8.123 Transfe11 • Las Angeles Count,il 

,. ti 

Customers may purchase from MTA Operators a 
transfer (form DD-1) which may be used to make 
transfers to other MT A buses, rall llnes and municipal 
buses In Los Angeles County. This transfer Is a dally 
dated form. Transfers wlll be 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) 



, .... , 
• OpUonal Prlvffeges (Punched as required by the 

Operator) 

e Direction In which a transfer was Issued (Ida dffted 
by color of Icons or symbols) 

e Date of Issue 

Note: CUstomers using transferfonn DD-1 totranafer 
from bus to raH andthenbacktobuswllnothavEttopay 
a transfer charge for the ral to bus transfer portion of 
travel. 

Transfer charge 
TIie DD-1 transfer Is primarlly a paid ticket.....,,. a 
charge Of $.25 ($.10 Senior/ Dlaabled) for each use to 
all customers transferring bewJNn MTA, rnunclpal 
buses and the ral Ines. 

cu.... riding through tannlnala 
On lines that have beenjoln,ad together or new routes 
estabUshed resulting In line runber ct.,... whle a 
bus Is enroute; customera wll·not be required to pay a 
new fare or a transfer charge. 

Free Transfera 
00-1 transfers are Issued free of charge to customers 
whenselVice has halted due to echadullng, eme~ 
cles, breakdowns or a bus change on the line. (888 
Line Continuation and Emergency Transfers) 

,. " 
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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. Paid transfers are Issued with 
the coupon attached. Free transfers are Issued with 
the coupon detached. 

Transfers Aaalgned Dally 
Transfers are assigned to Operators on a dally 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 not be punched lnamannerwhereby 
debris will litter division floors or tables. 

Securing of Transfers 
On buses, transfers not In Immediate 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 
At the completion of the assignment. an Operator mu& 
tum In transfers "received" and "over-punched". Those 



,, ... , 
transfers received for fare will be placed In a transfer 
envelope marked "18C8ived". Transfers over-punched 
wHI 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 wHI be Issued to customers using the proper 
color graphic patlBm lndicatlllg direction of travel. 1he 
paddle board will Indicate the proper direction to uae. 
The Icon or aymbol patlenl extands V8dlcally along 118 
center portion of each transfer. Translera Issued for al 
fourdiections (north-eoulh-easwleo1mlstofl18 
same Icon or symbol e11118dayof lasue. Ho.·J8V8r,each 
dale of Issue, 118 lcona or aymbols wl apJJaar dlllnrt. · 
The following colors lndlcall .. dlndon of lsaue: 

North-Red 
Soulh·Blue 
East -Green 
West • Brown' 

Una Number Section 
Each transfer Issued must Indicate the line of Issue.· 
A. Line numbers wllh one digit· punch the runber. In 

the right column. 

a. Une numbers wllhtwodlglls. punchtirstdlgllnthe 
center column and the second digit In 118 right 
column. 

,.,. 
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C. Line numbers with three digits- Punch the first digit 
In the left column, second digit In the center column 
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. 

• In the 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 CUl'l"f1tnt day's date. 

Far Terminal 
On llnes that do not operate through, ortennlnate In or 
just outside of the Central Business District (CBD), 
Operators will add 1 hour to the scheduled arrival time 
ofthefartennlnal. 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 next time 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 adjustingthetlmeforwardtothe nexttlme lnlerval. 
Upon entering the CBD, Operators will start Issuing the 
second set of transfers based on the achaduled anlval 
time at the far tennlnal, adding 1 hour to this lime or/ 
when necessary, adjusting time fotward to the next 
time Interval. 

Customers who pun:hased a tranafer prior to en
tering the CBD and haveconllnuedthelrtravelthrough 
the CBD, will be entitled to a transfer pmlChed for the 
far tennlnal scheduled antval time. 1111s means, I the 
customer requests more time, Issue one oftw aecond 
setoftransferspa.n,ched andllfttheftrstonelaluedwllh 
the coupon still attached 

Operators whose termhll8 818 beyond 1he Loa 
Angeles County line wll uae 1he time point nearest to 
.. county line to determine the time to be pmdled. 
Where Loa Angeles County line f8l8s exland I'*> 

.......... 
Central ....... 
District 

......... 

r 
I 
II 
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adjacent counties, Operators will use the tennlnal 
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 tennlnal. 

Honoring Transfers 
Transfers will be honored for the appropriate base fare 
only (Regular or Senior/Disabled) when presented 
within the time llmlt Indicated on the transfer. 

Stopovers 
Customers In Los Angeles County will be allowed to 
alight and board MTA buses and Rall lines at any stop 
with a valid 00-1 transfer, except In the reverse 
direction on the line of Issue. 

Reveralng Direction 
Transfers wUI not be honored In the reverse direction 
on the line of Issue nor on alte~ route numbers of 
the same line. 

Exceptions: 
• At junctions of a line where customers must reverse 

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 fur1her transfer Is 
requested, lift the transfer. If the customer requests 
further transfer, the Operator wUI: 

• Detach the coupon and collect $.25 ($.10 Senior/ 
Disabled); 

9 If the coupon has been detached, pw1Ch the 11 In 
the 1x section and collect $.25 ($.10 Senior/Dis
abled); 

e If the #1 has been punched, ptmch the 12 In the 2x 
section and colect $.25 ($.10 SenlorJDlaabled); 

8 If the #2 has been punched, punch the 13 In the 3x 
section and collect $.25 ($.10 Senlor/Dllabled: 

e If the #1,12 and #3 have been punched, punch 
the x In the 1xaectlon andcolact$.25 ($.10 Senior/ 
Disabled); 

• If the X In the 1X has .. punched, punch the X In 
the 2x section and collect $.25 ($.10 Senlor/Dls
abled); or . 

• If the X In the 2x has bean punched, punch the X In 
the 3x section and collect $.25 ($.10 Senior/Dis
abled). 

Should a customer p1818nt a transfer where al these 
sections have been punched with time l8ffl8inlng, and 
thecustomerneedstolr8l•raga1n, theOperatorwl 
return the transfer to the customer, and colect $.25 
($.10 Senior/Disabled). 

,. 11 
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Expired Transfers 
Transfers must always be lifted when the time has 
expired or when the customer does not request 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 opUona A and B sections 
These sections may be used to permit special proce
dures on a line. See Individual tariffs for specific 
Instructions. 

Une ConUnuaUon Transfers 
Underthe following conditions, line continuation trans
fers shall be Issued at no charge with the coupon 
attached and LC punched: 

• At short line terminal/turnaround loops, when cus
tomers must alight and 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 (shortllne) during non-peak hours. (Trans
fers will be honored at the station only for trips In the 
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.): 
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• Onexpressshortllne busea, when customers have 
boarded express shortline buses and mistakenly 
paid express Increments, (Operators wll Issue a 
(LC) freetransferwlth_coupon detached. Punch LC 
and a second PlfflCh mark on the 11,#2,or #3 
section lndicali .g the runberd ii ICftlllllRpaid. This 
transfer Is honored at short lne tBrmil Ill Oft/.); and 

• When transferring from local to limited or limlled to 
local (on certain lines where local buses operale on 

. the same &beets as limlled buses, Operators wll 
issue (LC) free transfers (coupon detached) as 
follows: from local to llml8d: Issue this (LC) free 
transfer with the (to local) aectlon ptl'IChed. These 
transfer wll be honored between llmllad and local 
buses of the aame line fri/ (example 20-21-22/ 
320-322) and only In the same dlraclfon of tnMI.); 

Note: All LC transfers must be llfted. 

Emergency Transfers (Ell) 
Emergency situations may_. NqUktngthe need for 
a free emergency (EM) transfer. Operatorawll lsaue a 
free transfer wllh the coupon detached and 1he (EM) 
ptmChed under the following condltlona: 

• Altarnata Route: On a line which has more than 
one roul8 and a customer boards a bus roul8d 
alternate to the conect desllnallon, punch EM 
once. 

• Wrong bus: When customers mlstakenly board a 
bus and paythefare beforedlscovarlngthey are on 
the wrong bus, punch EM once. 

,.,, 
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• Passed Stop: When customers have been carried 
beyond their Intended stop and wish to return to 
their original destination, punch EM once. 

e Return to JuncUon: When customers mistakenly 
board the wrong leg of the line and ride beyond a 
Junction to which they wish to return, double punch 
the EM section. The Operator receiving this trans
fer In the reverse direction will punch the star and 
retum 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 
11ft the transfer. 

Operator honoring emergency transfers must llftthem 
Immediately upon receipt Emergency transfers will 
not be honored after the expiration date. 

Paid Emergency Tranafera 
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 
MT A logo. This will Indicate to the Operator receiving 
this transfer that It was a paid transfer. The receiving 
Operator will 11ft 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. 
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Sold On Paa - Customers with mon'1ly paesea and 
MTA employee and dependent(s) can present their 
passes to purchase transfers (Fonn DD-1) for the 
appropriate fare for transfer to munlclpal carriers. 
Operators will punch the. (sold on pass) section once . 

.. 
Transfers punched In this section wiH not be valld on 
Authority buses or Rall lines. 

Emergency Transf• Form E•1 
Occasionally, when an Operator's supply of daHy 
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 mamer as Fonn DD-1; however, the dnctlon, 
month,dateanddayoftt,eweekmustalsobapunched. 

L124 Tra11,_tt/lrlll ....... ClnlmllLIIAll1I• 
Cllnlf 
Transfer Form DD-1 may be used bycudomers wlsh-
lngtolransfertomuniclpalcantera11athave• ........ 
transfer agreements wllh the MTA. 

MLl'licipal carriers In agreementwtlh the MTA wll 
Issue transfer Form TLAC-S to cus1omer8 wis1*11J to 
transfer to MTA buses, and ral Unea. Theae lr8llsfera 
will be punched to lndlcal8 the date, last*'II agency, 
direction and the coupon Is tom off or punched to 
Indicate the expiration time. . 

OperatorswllhonorTLAC-Stranafenlfortheba8e 
fare ($1.10 Regular- $.45 Senlor/Dlsabled towards 
the applicableone-wayfaretothecuatomer's desllna· 
lion. Operators wll llft d TLAC-S transfers lmmedl-

, .• 
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ately upon receipt. If further transfer Is requested, 
collect $.25 Regular ($.1 O Senior/Disabled) and Issue 
a regular 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. 

Addltlonal municipal and public carriers wlll be 
Identified by Transportation Department Notice as 
transfer agreements are reached. 

Note: See the last page of SOP section 8 for a 11st of 
municipal and public carriers that have lnteragency 
transfer agreements with the MTA. 

Identification Checks • Issuing lD 
Fare checks Identify the number of express lncre
mentsorzones paid. Checkswlll 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 llne tariffs (See reverse 
side of route map). 

The day of the week must be punched on each 
check Issued. (See Rule 2.13) 

Identification Checks • Collecting lD 
Operators wlll 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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8.127 Clllldren Undlrtlll Aae If Fin y_.. 
ChUdren under the age of five (5) years wll not be 
transported unless accompanied by a parent or guard
ian. For each MTA established fare paid by a parent or 
guardian, a maximum of two (2) chlldren under the 
age of five (5) years may be transported free of charge. 

Example: One (1) adult fare, two (2) chlldren; two (2) 
adult fares, four (4) chlldren; ellC. 

Note: Minors who are required to pay a fare becal• 
of the above..,..,,., do not qualify as having paid an 
adult fare for the purpose of transporting addlllonal 
chlldren under the age of five. 

1.1n 1'rllllplrllllllfc.t1•11w1U1Vm1 .......... 
lhefollowlngcualomerswllbecarrled 1D-,dellll1a
tlon MTA S8IVlcea at no charge: 

• Persons ~ whllle canes or lnMllng wllh 
service anlmals; 

• Personsp9881dilagvald8rallel.8galyBllndcarda; 
and 

• Persons presenting Bralle lnatibde Student ldenll
fication cards. 

, .• 
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8.129 Public Law Enforcement and Traffic Conlrol OfflCIIS 
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: 

, .• 

O 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 · 

8 When Traffic Control Officers, In full uniform and 
wearing their cap piece board In the area bounded 
by Washington Blvd. on the south, Sunset Blvd. on 
the north, Alameda St. on the east and f"agueroaSt. 
on the west. (This applies only between the hours 
of7:00A.M. to6:30 P.M.dally, except Sundays and 
holidays.) 
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8.1. On-TllaePll'llnllllceWll'fllllJII 
The purpose of this program Is to build customer 
confid811C8 and to show that MTA Is committed to 
providing relable service. Customers may ride free or 
have their fare refunded when a bus antvea at the 
boarding location 15 or more minutes late. 

Customers using monthly pa•••• · wll be Issued 
On-Time Warranty cards having 40 spaces for pan:h 
marks. When a bus arrives late and the customers 
presents the card, the Operator shal place a punch 
mark In the next available box. (Only one ptn:h mark 
per boardng.) Customers wll receive a pondad dis
count based on the amount of pan:h madca on their 
card. This diacoll1t wll be applied towards the pur
chase of their next monthly pass. 

Customers requesting a ndund -wll be laaued an 
On-Time Warranty card. The Operator wll not ptn:h 
this card...,.. the cuatomerboardedwlh a tnnsrar. 

The nmnl can be obtained by ellher calling the 
phone runber on 1he card, by malling the card to the 
MTA, or by visiting a Customer Cenlar. 

Cu~ boarding wllh oash or taken-may ride 
for free upon request, Including 8ff/ expl88S charges 
that apply. 

The free ride does not Include tral8fara or 8Jf/ 
cotmty charges other than LA. County. If a transfer. la 
requested, collect the appn,prlale transfer chalge. 

l•D 
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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 on the 
card. 

Do not collect 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, if 
necessary, Issue an On-Time Warranty card. (See 
SOP7.111) 

1.131 Raflnd Receipts 

,.,, 

The Refund Receipt Is a three part fonn (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: 

e Customers who are unable to provide the correct 
change for their fare; and 



, ..... , 
• Customers who mistakenly deposit excess fara. 

Refund receipts will be Issued attlme overpayment Is 
noted. Before ~Ing-receipt to the custornertoflll 
out. be certain that Ile fonn has an original and two 
copies. 

Note: It Is not pennlsslble to make fare refunds by 
fallng to register fares from other customers. 

Customers requesting refundsshalberequesledtotll 
out a Refund Recelptandfumlehthelrname, address, 
zip code, telephone number and date and rab.lm the 
fonn totheOperator.Operatorawlllhenentarthelrllne 
runber, bus Rl"I runber, division number, farebox 
number, vault runber, bus runber, badge runber 
and name In 118 appropriate apaces. 

The Operator must Indicate the amcult of refLni . 
by pualChlng 118 numbers onl18 receipt 111118 Dollar8, 
Tens and Unllacobnns. Forexample; 1118customer 
Is due a nmnl of 88 cenls, 118 Operator must punch 
•No•lnt,eDollarscolllm, "60"1n"8Tencohnln,and 
•5• 1r,119 Unlls.colurm. Faluleto dothla wll rnake"8 
receipt Invalid. 

Oncethefonnlscompleted, 1180peratorwll llaue 
the top (whllll) to the customer. The remalr*'I copla1 
wlU be retained by .. Operator and tumed In along 
wllh a mlscellaneous report to "8 appn,prla18 man
agement ,epresentatlve upon completion of ..... 
slgmlenl. 

If anerroronarebld recelptlamadeprlortolsaue, 
118 Operator should keep 118 receipt lnlact, mark I 
void and tum II 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 Dally 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 receipts Issued must be entered on the proper line 
of the Operator's Dally 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 WIii be replenished. If the re
ceipts are recovered they must not be used; they must 
be turned 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 Is to be followed when a bill 
larger than $5.00 Is mistakenly deposited Into the 
farebox. 
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Notify the Control Center lmmedlately giving the 
denomilationofthecurrencydeposlledandlleamotl'lt 
of refund due along with the customers name, ad
dress, telephone numbe~. farebox number, vault num
ber, bus number, line number and bus n11 number. 
The Control Center WIii then.notify the Cash Counting 
Department. When the vault is examined and the 
cunency damed to have been deposlled is verffled, a 
check wlll be malled to the party requesting the refund. 
The Operator must aubmlta MlscellaneouaReportto 
the Division Manager, explakq the ckalmstance 
and lncludelle fnlormallon glverlto .. ~ Cenlar. 

1.132 MTAllplrllllllllllral1Clalf•Tlllf 
Orange CcultyTransitAuthorly (OCTA) has adopted 
an off- peak period fare atruclule for Senior Clllzenal 
Dlsabled. Peakhours,durlngwhlchagreatarcaahfare 
wm be collected,.,. a.tween em AJA. to 9:00 A..M. 
and 3:00 P .M. to 8:00 P .M. Peak period f8le8 apply 
week days only, except holldaya. 

Peak period tare oollectlon 
Peak period fares wl be collectad from customel8 
whose Ot'ipl anddesllnallona,e aolelywllt*IOrange 
County. Operators wll begin colle'6.g peak period 
fares at the ftrsttime point aflarthe county line. Opera
tors wll stopcolecting peakhoarfants at118 laattlme 
point before the end of the peak hour period and upon 
reachlngthecountyh. Operatora running lallatlll 
beglni1ing of peak periods should coled fares based 
onthe8ChedulecltlmepolntB.Operatora running lateat 
the end of peak periods should atop colleclliag peak 

,.,, 
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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 CountyTransltAuthorltytarlff does not provide 
for a student cash fare. Students providing the proper 
Identification are permitted to purohase an Orange 
County Discount Local Pass. This pass Is good for fare 
In Orange County on MTA buses. 

Transfers 
Customers requesting a transfer for use In ·Orange 
County will be Issued transfer Form AA-1. This transfer 
will be Issued for $.OS and will be good to any destina· 
lion within Orange County. 

AA-1 transfers wUI be honored by both MTA ar, 
Orange County lines. Orange County Operators will 
use their regular "In House" transfer which wUI be 
honored by MTA Operators to the county line or zone 
limlt. AA· 1 transfess wUI not be Issued to customers 
paying the fare with a monthly pass (See Individual llne 
tariffs 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 allow 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 Counlytransfenlwlll be honored 

at connecting 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 raturned to 
the customer. Operator must account for the ride by 
punching first the 1 X. If available, or the 2X. If bolh 1 X 
and 2X are punched, accept and collect the transfer. 
Orange County buses operating lnlosAngelesCounly 
will Issue TlAC-5 transfers to customers wlsl*1g to 
transfer to MTA buses or trains within Los Angeles 
County. (See Transfer Section for detals). 

,.,, 
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lnteragency transfei! i.b. punch marks 
Carrier 
Culver City 
Gardena 
Montebello 
Norwalk 
Santa Monica 
Torrance 
Simi Valley Transit 
County of L.A. ( Santa Clara Valley) 
(Altadena Shuttle) 
(West Hollywood Shuttle) 
City of LA. (Fairfax Trolley) 
.La Mirada Dial-a-Ride 
Rancho Palos Verdes 
Pomona Valley Transportation Authority 
(Valley Connection) 
(San Dimas Dial-A Ride) 
(Get About Transit) 
City of Billflowir 
City of L.A. (Encino Park-and-Ride) 
Thousand Oaks Transit 
City of Parrnount 
caraon Circuit Bus System 
City of Glendora 
Foothlll Transit Zone 
Orange County Transit District 
County of L.A. (Antelope Valley) 
Whittler Transit 
City of Covina 
Redondo Beach (The Wave Dial-A-Ride) 
Omnitrans 
Torrance (MAX System) 

ID Punch 
cc 
GBL 
MBL 
NT 
SMMBL 
TT 
A-1 
A-2 

A-3 
A-4 
A-5 
A-7 

8-1 
B-2 
B-3 
B-4 
B-5 
B-6 
B-7 
C-1 
C-2 
C-3 
C-4 
C-5 
C-6 
G-7 



Two-Way 
Radio .Operation 9 

8.1. llllll'llltlt1•1III 
. This section contains specific guldellnesforthe proper 

use of the General Electrlc (GE) Two-Way Radio and 
Digital Communications System. This aystem was 
Installed primarily to provide rapid response In emer
gency slluationa In order to protect the Operators. 
customers and MTA property. In addlllon, It serves as 
a ~ to report other alluallona which may affect 
nonnal service operations. 

lnordertomak8118moatelllcllltuaeoftiavaklll"9 
tool, Opendora must 188d, ll'wlatalaild and praperty 
apply al rules gcMtrilg ..... of 118 ayalam. 

1.111 ........... 
Bus0peratlons Control Centertransmlaalonsare rou
tlnely monitored by MTA Operations and euppoltatalf 
pel'80l'i'l8laawelaapubllcsafely ager-.clea, regulatory 
authorities and news media persor-m. It Is of the 
utmost Importance that messages be tranamlted In a 
conclse,courteousand buslnessllkemamer. Prepare 
messages In advance and keep them as brief as 
possible. Airtime Is valuable and must be conserved. 
(See Rule 9.01 & 9.05) 

.. , 
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9.1 D2 Preparing the G.E. Radio for Use lD 

.. , 

In order to Insure that the radio Is properly prepared for 
use, the Operator must perfonn the following steps: 

O Observe that the green (PWR) light on the control 
head is Illuminated Indicating that the radio has 
power. If the green light isni Illuminated, Insure that 
the key operated switch is In the '"on" position. 
Notify the Maintenance Deparbnent or the Control 
Center If the radio doesni have power or is defec
tive. 

Note: The volume control is pre-set so that it cannot be 
· · reduced below a pre-detennlned 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 tralnroom 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 lnfonn the relief Operator of any temporary 
changes issued via Code 1 broadcasts. (See Rule 
9.03) 
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9.103 lyatelllllseO 
Before using the system, the Operator should deter
mine whether the message Is of a routine or emer
gency nature. Then follow these steps: 

• If the message Is of a routine nature, press the 
"REa' (request to talk) button on the control head 
once, then release It lmmedlately. lfthe message Is 
of an emergency nature, press the "PAI" (priority) 
button on the control head once, then release It 
Immediately. 

Note: It Is impoaalble to 11st all occurrences which 
would qualify as a "priority call". Operators must 
exercise SOLIICI judgement In al casea. Some In
stances are: 

A. To report an accldentwilhexl8nslve property dam
age and/or aerlous lnjuriaa; 

a. To report youraell, another Operators' or custom
ers' Illness to the exlBAt ll8t ., ambulance Is 
needed; . 

C. To ~ blockades which may affect 88l'Vlce; 

E. To report having observed a bua wllh flast*'g 
marker lights or "EMERGENCY, PLEASE CALL 
POLICE" In lie headsign. (Nola lie correct bua 
number, location, drection, and If possible the line 
and bus Rl"I runbers.); 

,., 
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F. To report a situation which caused the activation of 
the SIient 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 11ACK11 (acknowledge) light 
Illuminates within one minute. When the light comes 
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 11ACK'' light falls to Illuminate after 
one minute, press the button ONCE again and wait 
one additional minute. ff the 11ACK" light falls to 
Illuminate, pick up the handset and listen. If there Is 
no conversation or busy signal, firmly depress the 
••push to talk" (PTT) button on the handset, walttwo 
seconds then verbally give the line and paddle 
numbers followed by •,o control". (Example: "Une 
20, Bus Run 4 to control") · 

• When the .. ACK'' light comes on, wait 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, wait two 
seconds and transmit. Since the bus number, line 
and bus run numbers have been Identified (entered 
In the Computer Aided Dispatch (CAD) system), 
start the conversation by giving the badge number, 
location and dlrecUon; then state the reason for 
calling. Be specific and concise. Use applicable 
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codes whenever possible. Let the Dispatcher ask 
the questions. 

e In order to hear the ~r. release the "PTT" 
button and listen through the handset. Remember, 
wait two seconds each. time after pressing the 
11PTT" button before speaking, ortheflrstpartofthe 
transmission wlll be lost. When speaking use a 
moderate tone of voice, keep the "PTT" button 
finnly~andspeakslowlyanddlsllldyln 
order to avoid the need to repeat portions of the 
message. 

• When the converaatlon wlh the Dlapalcl,ar has 
been completed, place the handset back Into the 
cradle, pressing It down firmly, but genlly, to avoid 
·damage to the ~r tril. 

Theledtransmlt(TX) lightonthecoelbolheadwllglow 
whenever the "PTT" button Is depraaaad. If this light 
remalnaon aflllrthe "PTT"bullon Is 111111188'1, leplace 
the handset In the cradle~ notify the Conni Cenl8r 
oflhe problem ~soonaapossiblebytelephoneorthe 
radio on anolher bus. If left uncorrec18d this malfl.n:
tion wll cause the frequeney to wttil the radio Is 881 
to become clsabled. 

Masaages may be received ardor tranamllled whle 
the bus Is In motion provided I ls safe to do ao. When 
necessary, wait until conditions 8111 euch that I Is safe 
to cal or answer the Conlrol Cenler. 

,., 
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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. · 

When a TOS In the Control Center wishes to call 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. Tenned "'All Calls" 
such messages are generally sent to provide lnfonna
tion; therefore, no response Is required. Examples of 
"All Call" messages are: · 

• To announce the correct time (nonnally done at 30 
minute Intervals); 

• To announce a "General Alert" (Code 1, detour, 
hazard, etc.); 

• To alert Operators that a "Code 9" (Digital Commu-
nications down (voice only) . 

When a TOS In the Control Center calls an Individual 
Operator, a 11beep"tone Is transmitted to the bus. Upon 
hearing the tone, the Operator should remove the 
handset from the cradle, finnly 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 • 
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9.1. Radii Cldll 0(1 
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 lritoslxcatagorles: (See 
Rule 9.05) 

Emergency Codes 
Code 1 -Generalalert.(TranamlttedfromControlCen

ter only) 

Code 2 -Serious accident. (Police and ambulance 
needed) 

Code 3 -Crime emergency. (Tranamlllad only when 
safe) 

Code 5 -Comnu,lly emergency. (MTA not Involved; 
i.e •• , fire, aarious accident. elc.} 

Code I -Tranel Police need aaalslance. 

Code 9 • Digital System down, voice 1r111 llfflllalo.,a 
only. (TransmlttedfromConbolCenleronly). 

A .. Code 9" message wHI be broadca8ted whenever a 
problem exists with 118 G.E. Radio Digltal Communi
cation System. When a "Code 9" 18 In effect the 
"REQ", "PRr' and "SAS"flmcliorm ahould be consid
ered Inoperable. Contact can be made by voice only. 
To place a radio caB to Control Cenler when a "Code 
9" exists, 118 Operator should remove 118 handaet 
from 118 cradle and listen for conversation. If there 18 
no conversation depress 118 ... PlT" button, wait two 

1•7 
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seconds, then verbally state the badge, bus, line and 
bus run number. If after a 1 O second period no re
sponse is received, repeat the 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, Closlng, 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 

Mechanlcal Codes 
10-21: 8.0. Farebox 
10-22: 8.0. Equipment 
10-24: Employee stop at Operator's platform 

UghtRall 
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 
1CM2: Radio signal g~ 
10-43: Passenger overload 
10-48: Flood at stated location 

Mlacellaneoua 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 
1D-58: Drug.lAlcohol screen 
10-59: Wheelchalr/Dlsabled customer aclivily 
10-71: Colllslon of an MTA vehicle and a object 
10-10: 0n Board Accident/Fan 
10-72: Colllslon of an MTA vehlcle and a pedellrlan 
10-73: Colllslon of an MTA vehlcle and another 

vehicle 
10-74: Colllslon of MTA vet)lclaa 
10-75: Derailment 
10-390:lntoxlcated passenger 

Customer lllaconcluct Codea: 
51-50 Slrange Behavior 
415 Verbal -Disruptive (argumentallve) 
415 Physlcal-Dlsruptlve (flgldltag) 
594 Vandalism (graffiti, elchlng, m) 
840 A-Fare evasion 
840 B-Misuse of transfer or pass 
840 C-Playfng radio or sound equipment 

••• 
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640 D -Smoking, eating or drinking 
640 E -Expectorating 

The Phonetic Alphabet Is u"d 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 letlers on license plates, etc. 

Phonetic Alphabet 

A-Adam 
8-Baker 
C-Olarles 
D-Davit 
E-Ed.vard 
F-fnn< 
G-George 
H-Henry 
1- Ida 

J-Jom 
K-l<ila 
L-l.hxJh 
M-Maly 
N-Nora 
0-0cea, 
P-Pau 
Q-QJeen 
A-Robert 

S-San 
T-Tan 
U-Uricn 
V-\ttJr 
X-X-ray 
Y-YOU1a 
Z-Zsbra 



The 
G.E. Radio 
Control Head 

Parts of the radio 
CD Speaker 
Q> Red TX light 
~ Green PWR light 

@@@ 

® Yellow SIient Alann ACK light 
CS> Radio chamel selector 
e Volume control 
C2) Key operat8d on/off swllch 
t, Priority PRI button 
e Yellow ACK light 
• Request to talk bullon 

....... 

l•ff 
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Silent Alarm System 10 

1a.1• lelllllltatlllllltO 
This section contains procedures which must be fol
lowed when it becomes t18C8S88IY to activate the 
Silent Alarm System (SAS). 

It Is always best to use the priority (PRI) In any 
situation whk:h requires an urgent response. lnfonn 
the Control Center that you have a ·Code 3• (Crime 
Emergency) whenever It Is safe to do so. 1hls allows 
for the fastest possible response time since the natul8 
of lhe problem and the exact location can be conwnu
nicated. WhentheSRentAlann FuncUon lsemployed, 
supervisory and law enfcm:ement are dlapaMd to 
look for the bus according to Ila achedule and al 
communication with the bus Is cut off lriesa lnlllaled 
by the Operator. Voice contaol MOUid .,_,. lie 
made when It,..,,. to do 80. 

18.111 AlanlActlvallllO 
All MTA buses are equipped wllh a Slant Alarm 
System (SAS). An Operator may actlvale the system 
by use of a two-way toggle awllch located on the 
control panel. Theflrstposltioncausesthe 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 acllvales the sys
tem and, In addition to the above, sends a silent radio 

fl•' 
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alarms signal to the Control Center. This signal iden
tifies the bus number, line and paddle number. The 
Control Center then initiates crime response tactics. In 
order for the Control Center to be aware of your 
need for emergency BSSlstance, 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 
.. PAI" 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). · 

1 D.102 Sllelll Al1n1 Indicator 0 
When the .. SAS" is activated an Indicator light located 
on the upper right corner of the radio control head will 
Illuminate. This gives Indication that the alarm has 
been received by the Control Center. 

1D.1D3 Preced .. ID Follow .. Danger Remains On la 0 
Operators must be mindful of their safety and that of 
their customers at all times. During a crime emer
gency, It is lmportantto remain calm, retain composure 
and not over 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. 

10·2 

If possible, continue routine operation and when 
conditions permit, come to a safe stop, open the doors 
andallowcustomerswhowishtoallghttodoso.lfltcan 
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be done safely, activate the ·PR1· feature and advise 
the Control Center of the location and nature of the 
problem. 

11.114 Proced1r1tofllllwllllllDlll•IIIIPl•III011 
It Is of the ubnost Importance for Operators to remem
ber that once an ·SAS· signal has been received, the 
Control Center wll continue sending help untll given 
the •an clear". Transit Police, local police and some
times police air units wll conllnue to aearch forthe bus 
until It Is known that the 8ltuallon Is resolved. Opela
tors muat notify lhe Control Center lmmedlllllely 
after the danllfll' ,_ ,-,,,ed. 

Come to a safe stop as soon as poaal:Jle and 
contact. the Control Center by activating the ·PRr 
feature to reestablish radio convnunlcatiol • Provide 
an account of what occurred along with an accuralB 
deacrtptlon lncreasea and expedites .. chances of 
the apprehension of the suapect(a). 

Once law enforcement offlclal have arrived and 
completed their Investigation, I there are no MTA 
supervisolypersomelatthescene, theOperatormust 
contact the Control Center for further lnatrucllons. 
(See Rule 10.02 and SOP 2.128) 

,,., 
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El Monte Busway 
· Procedures 11 

11.1• Glllll'llltltwnt 
This section details the proper procedures to be fol. 
lowed while operating or encountering problems on 
the busway lane between B Monie Statton and Union 
Station. 

11.111 ,...,__.oe . 
While buses should be opetaled on Ima whenever 
possible, at no time shall aafety be mlflcad for 
achedule. Operators should be mindful of changing 
conditions such as weather, traffic flow, merging au
tos, etc., and adjust speed and following distance 
accordingly. (See Rules 11 J>1, 11.02 & 11 .c>3) 

11.112 ................ ,._.11 ... _ 
Installed vertically on the top of the jeraey divider 
between the Long Beach Freeway (710) and B Monte 
BuswayStallon are oblong reflectora. Mostofthem are 
spaced two-tenths~ of a mle apart (approxlmalely 
1000feet). Operators can uaedthem In judging follow· 
Ing distance. 
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Diamond lane markings are spaced one-tenth 
(½o) of a mile apart (approximately 500 feet), and can 
also be used by Operators to judge following distance. 

11.1D3 Inoperable lusesOCD 
Should a bus become disabled in either direction 
between the Long Beach Freeway (710) and the 
Gibson Tunnel, the OperatQr should stop the bus 
parallel within the emergency stopping area on the 
rightsideofthe busway. Customers must be instructed 
to remain seated. 

Should a bus 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) 

11.114 1..,.ency Transfenlng If Cato•rs an Ille 
luswaylaneO 
If directed to stop by a CHP officer or MT A 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 



Emergency customer 
tranfers on the Busway 

FIii 11·1 

Fla114 
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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 of the number one (1) freeway lane. 
Extreme caution should be exercised In a transfer 
movement. 

Fortransferlneltherdlrection between the Long Beach 
Freeway (710) and Alameda Street, the Operator of 
the rescue bus wlll 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~ 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. 

11.1E luswa,/Rall Station Elevator proble•OGI 
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 i1fonn customers usi,g wheelchairs who 
wish to alight at a location at which the elevator Is 
Inoperable, that alternate service Is avaalable as follows: 
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General Hospital Station 
If at the General Hospital Station, allow the customer 
to conti IU8 to a point at which a transfer to a local bus 
which services the~ at street level can be made. 

C&I State Station .. 
It would be highly unlikely for both elevators at Cal 
State to be Inoperable at the same tkne. Therefore, If · 
the westbound elevator Is out of order, advise 118 
customer to continue westbound and alight at 118 
County Hospital Station. Any eastbound busway bus 
may then be boarded to alight at Cal Stale to gain 
access to the elevator. 

Htheeaatboundelevatorlsoutof order, acMeelhe 
customertomdllaueeastboundandalghtatSMonte 
Station. Any westbound buaway bus may then be 
boarded to alight at Cal State to gain acceaa to lie 
elevator. 

County Hoepltal Station 
CUstomers traveling eaatbounclflomt,e CBD should 
be advised to uae local ae~ (Line 7m1) to COll1ly 
Hospital. . 

CUstomers aboard westbound busway buae8 
should be advised to continue weslbolnl, alight at 
Spring and Temple and board line 7m1 eastbound to 
County Hospital. (Local Uie 70 aervlce la also aval
able from El Monte Station.) 

El Monte Station 
In the event the elevator at El Monte Station Is out of 
order, customers using wheelchalr may be boarded 
and/or discharged at the emergency bus pads located 

11•1 
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along the station roadway (westbound· just prior to the 
right tum onto the station ramp and eastbound • just 
after the left tum from the ramp). 

In all cases of elevator failure, disabled customers 
should be advised of the alternative services available 
and be allowed to make the decision as to how they 
wish to proceed. 



Emergency Procedures 12· 

12.1• 111181'11ltatllllnt 
This section outlines basic procedu188 Operators can 
employ In order to protect themselves and MTA cue
tomers In the event a siluation should arise which 
presents a significant risk to the preservation lie and 
deferme of property. Above all, when emergency 
situations arise Operators must remain calm, be mind
ful of safety, and exercise good judgement and com
mon sense. 

12.111 ••••-11••0 
AsacondlllonofempkPJment.apublcemployeeaal 
MTA pensomel are govemed by the DIii.., Service 
Worker Law. Under Callomla law al MTAemployeee 
are deslgnal8d as disaslet service workers In 118 
event of a natural, manmade, or war-caused emer
gency which resuHs In a stale of emergency declara
tion. Durlngauch state of emergency, al MTAemploy· 
eea are subject to disasler acllvlllea as may be as
slgnedtolhem bythelrsupervlaorsorbylaw. Thlsmay 
lncludeb ~to remain at work to aid lnlle 
recovery effOl18. ' 

fl•f 
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12.182 Types of Disasters O 
Emergency situations may vary In U,e degree of seri
ousness and can require different responses. It Is 
Important for Operators to be able to respond appropri
ately to each type of anticipated .~mergency. 

12.103 Earthquke O 
Earthquake procedures 

11·1 

• Take cover protect yourself and Instruct the pas-
sengers to do the same. 

• Remain calm. 

• 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 •. 

Whlle operating 
If an earthquake occurs while operating, manewerthe 
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 hann 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 
would be lnthealsle. Putyourheadbetweenyourlegs. 

COVER • Cover your head by tiffing your face toward 
the floor and putting both hands on top of your head. 

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 unaafecondlllonathatmay 
exist. Provide special attention to disabled, elderly and 
the blind If an evacuation Is necessary. Evacuate the 
customers to an w which wl be aafe lhould after· 
shocks occur • 

. 12.114 Fire 0 
Fires have been known to spread exlenllvelywil*I a 
short period of time. It Is Important that upon dlacover· 
Ing a fire you act as quickly as possible to pn,vent 118 
spread, and minimize lnjuryto lndivldualsand property 
damage. 

• Alert customers and evacuate the bus using the 
safest exit route. 

• Do not come In contact wilh the burilg object. 
( 

,,., 
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• If the fire Is not bumlng out of control, use the bus' 
fire extinguisher and, Incorporating the PASS 
method, extinguish the fire. 

P • Pull pin from handle. 
A • Alm 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. 

8 Be aware of the possibility of the fire re-Igniting after· 
It Is extinguished. 

• If unable to extinguish the fire, contain It If possible 
(I.e. evacuate the bus and close the doors If the fire 
Is out of control). 

• Inform the Dispatcher of the situation. 

12.185 Typa of Fires o 

1Z•4 

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 bumlng of anything that leaves an ash (ex
ample: paper or wood) 

B - The bumlng of combustible liquid (example: oil or 
gasoline) 

C -The bumlng of electrical equipment 
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D •The burning of exotic metals (example: magne-
sium) 

Fire extinguishers are designed to speclllcally hancle 
the type of fire clearly labeled on the aide of the 
canister. 

For example 
MTA Buses nonnaUy cany a 2A, 10 BC type fire 
extinguisher: The (2) represents the abllily to extin
guish 2 Square Feet at the base of an (A type) wood, 
paper or any combusllble leaving heavy aah fire. The 
(10) represents the abilllyto extinguish 10Square feet 
at the base of a (B or C type) fire originating from 
combustible llqulda or elecbtcal equipment. 

Note: If clothing becomes Ignited use the STOP
DROP ... ROLL techa"lique. Simply, drop you,ael to 
thefloorandrol unlllbfilelsexllngulshecl.Aboveal, 
DONOTRUNI 

H smoke Is .,,.sent as a result of a file on the bus, 
poalltonyourbodyclosetothelooraothatyou 1811181n 
below ht smoke to prevent smoke lnhalatlon. Pro
ceed to .. safest exit. 

12.1• ......... ....,Proc ... ••0 . 
Emergencyln*'lngcanbeusefulwhenmeclcalassla
tance lsllmlledordelayed. ltlsoftenfolecaltthatwhen 

11•1 
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an emergency strikes medical personnel will be scarce. 
Emergency training not only saves lives, but also 
prevents any further injury. 

Steps to follow untll help arrives 
Below are a few steps which the bus Operator can 
follow until the emergency responders arrive: 

8 Contact the Control Center (PAI), give all pertinent 
information Include: your name, badge number, 
location, and nature of the emergency. 

• Begin first aid or CPA procedures If you are quali
fied by the Red Cross. 

• Comfort the vlctim(s). 

• Do not move the victim If the victim is In an area 
where danger exists. 

e 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 

APT A (American Public Transit Aaaoclatlon) - An asso
ciation whose members Include transit properties through the 
United States and Canada. 

Artlculated bus· A two-part bus which bends lnthemlddle and 
Is designed for high occupancy. 

A.S.A.P. • As soon as possible. 

Aaslgnment of .Wages (Garnishment) • ~ legal warrdng 
concerning the attad111811tof wages to satisfy a debtorobllgatlon. 

ATU (AmalgamatedTranaltUnlon)• Thell'llonrepreaaNlng 
MTA Equipment and Facllllles Malldanancecmlbactemployw. 

. AVM (Automatic Vehlcle Monitoring)• A computar printout 
of al bus radios and a generation of compuler actMllea of the 
80CC (Bus Operation Control Center). 

Badge Number• An employee's runber assigned for l8COld 
keeping and Identification purposes. 

Base Period· Refers to bus service operated between the peak 
periods. (See Peak Period.) In Los Angeles, the bale period nn 
from 9:00 A.M. untll 3:00 P.M. 

r 
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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 ltseH. 

Biddable Tripper-A short operating assignment which may be 
bid by an Operator In addition to a regular assignment. 

B.O.C.C. • Bus Operation Control Center. 

B. 0. Equipment - Bad Order Equipment 11vehicle or property 
with a mechanical defect." · 

B. O. L (Bus Over Line) - A method used by the Instruction 
Section to qualify Operators on a llne (route). 

Bulletln Board - A location In the train room where various 
notices are placed for Operator's Information. 

Bulletln 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. 
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Calling for Assignment • Informing the TOS-Dlvlslon that you 
are present and prepared to work your assignment. 

Caltrana • Callfomla Department~ Transportation. 

CBD • Central Business District. Boundaries are: 

Norlh • Sunset 
East. San Pedro 

South· Pico 
Weat•Flgueroa 

CCF • Central Control Faclllly (RaU). 

c.E>..lill·Ca.....,f.qulamallAsligrlllllN·Refel8toan 
Authority-owned vel*le used by an Operator to go from 118 
Division to the relief point. It Is returned by 118 Opelator being 
relieved. 

CentralCaahCountlng Room· Tilelac:allonwherealfarebox 
vaullB 81'8 emptied and money COl.l1IINI and ....... for bank 
deposit. 

Clearance Ughte • TIie amall redoramberllghlalacatedon .. 
· upper comers of the body of the bus. 

CMF •Central~ Faclllly (Alaocalled ARC •Reglonal 
Rebulld Center) 

Contra (Flow Lane) • Reserved lane for bueea which Ml 
oppoalte 118 flow of traffic on a one-way street. MTA opermaa a 
contra.flow lane on·Sprlng S1l8et In the CBD of Loa ~ea. 

' 
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Cycle (of a Traffic Slgnal) • 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. 

Daahalgn • A large card placed In the bus windshield, In addition 
to or Instead of a headslgn, denoting type of service or destination. 

Dead Heading • Not In service movement of employees or 
equipment. 

DetourNotlce-Salmoncolorednotiflcationoftemporarychanges 
to regular routes. 

Division (Bam) • 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 Une • 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. 

' 
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El Monte Buaway- A limited express lane In the center of the 
San Bernardino Freeway (1·10) for exclusive use by carpools, 
moton:ycles and buses. 

Established Routes - A series of streets or freeways, plamed 
and named, for designating the direction.for travel of a Authority 
vehicle between two (2) points. 

E. T. A. - Estimated Tine of Arrival. 

Express Bua - Abuswhichoperatesvtathefreewayandmakas 
only designated stops to pick up or discharge customers. 

Extra Board-A pool of Operators used to Ill asslgrmenl8 due 
to regular Operators vacancies. 

Fare Zone Umlt - The far bol.l'ldary of an express lncrament 
(step) or zone to which fare has been paid. 

Fixed Object • An object that Is fixed and etatlonary (ullllllea 
pole, fire hydrants, barricades .. --) . 

. Flulcl Drive • Tranamlsslongearrangebebelc:hangeslnmdlrect 
drive, normaly at speeds below twenty-two (22) mies per hotl'. 

Free Running Time. The specific portion of a trip, usualyll8 
last, wher811818 are noflxedtlmea at which an Operator rnuat be 
at a certain lime point. 

FTA • Federal Transportation Administration (formerly UMTA • 
United Mass Transportation Administration) 

I 
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GOA• Gone on Arrival. 

Headslgn • Destination sign located above the windshield. 

Headway· The amount of time between two (2) scheduled buses 
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 lnfonnatlon Sys
tems) • System used to track absenteeism and other data for 
employees. 

Idiot Lights • Indicator lights that warn 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. 

Interlock • The brake Interlock system ls designed to supply 
partial air pressure to engage the rear service brake when used In 
conjunction wilh 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. 

I 
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Kl88 1n' Ride • A stop or terminal where a COl11fflUtllr can be 
driven by a spouse or relative so he/she can board publtc transit. 

Layover - A designated stopover point for a bus, at or nearll8 
end of the line. 

LBT • Long Beach Transit. 

Ught Rall • Surface or elevated raH transit service operating 
along Its own right of way usuallyelectrlcallypoweredby overhead 
systems. 

Umlt Une - A line painlad on the pavement just prior to a 
crosswalk before which a vehicle must stop. 

Umltad Service· l.Naervloewlhaome reatrlcllol•onbc&61Q 
and alighting. . 

Line Termlnal • The extreme ends of a One whel8 layover la 
provided for. 

Une Up-Scheduled downtown connections betwaentwo (2) or 
· more line8 wllh al-night iervlce. (See Owl.) 

Local Service. Regular lne service which alDp8 at any desig
nated bus atop for customera to board or alight. 

llark-U, • Extra Board Operator's asalgr.ment for the day as 
specified when the extra board la posted. 

It. o .. Mode of operation. 

7 



,,.,.,, 

Monthly Pass· A prepaid card, valid for unlimited riding wlthi1 
designated zones. Special monthly passes are available a 
reduced rates for student, disabled and elderly patrons. 

Non-Blddable Tripper• An assignment, usually more than two 
hours long, during either the momlng 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. 

OCT A• Orange County Transit Authority. 

Off Route· An alternate 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 anoutlylng 
area. 

Owl • An assignment which signs off after 2:00 AM. 

Owl Line UP • Group of buses connecting In the CBD for the 
purpose of transferring customers. 

Paddleboard •AnindMdualbusschedulesuppliedtoanOperator. 

Park 'n' Ride· A line which serves a parking facility and provides 
either express or limited service from that facility to a selected 
destination. 

I 



,,,,.,., 

Paasenger (customer) MIies • MIies operated In revenue 
service. · 

Peak Period· Periods of the day when the greatest number of 
customers are traveling (usually 6:00 A.M. unlll 9:00 A.M. and 
3:00 P .M. untll 8:00 P .M.). 

Pink Letter • Bulletin Issued on pink paper by the Schedule 
Depar1ment regarding schedule changes or extra work. 

Premium Time· Additional time tocomplywllhguaranlaea and 
mi1imum allowances provided to Operators. · 

Property- Apubllctransltagencyorprlvatetransltcompanywllh 
responsiblltty for bus, trolley, or rall aervtce. 

Pull-In• The trip from end of revenue service backtothedlvlalon. 

Pull-In Route •A preacrlbedout-of-eelVlce routelomll8end of 
the llne to the division. 

Pull-out• The trip from the division to 118 point where 18V8nU8 
. services begins. 

Pull-out Route•Anout-of..aervlcepreacrlbed routabelvseenl18 
division and the point where nwenue aervtce begins. 

Pylon • A cone shaped or cyllndrical rubber marker used for 
·guiding traffic. 

Radio Control Head • The COldrollng device, rectangular In 
shape, equipped with chamel selector, TX ~ volume conbol 
and S. A. S. llght. 
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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 responsibility for a bus already on the street 

Rellef Run - A driving assignment which covers the scheduled 
days off of another Operator's regular assignment 

Ride the Cushions· Riding as a passenger on a bus In-or out-· 
of-service. 

Road Call· The response made by the Mechanical Deparbnent 
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. ls operating on. 

RT A• 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. 

11 
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Running Hot/ Running sharp -Operating ahead of schedule. 

Running Time· The amount of time allowed for travel between 
time points designated on a paddleboard. 

Schedule Bulkllng • Structuring bus eervlce for an enll1a Hne. 

Set Back• Instructions to leave later than the scheduled time on 
the paddleboard. 

Set It Down • lnstrucllons to stop the bus In a safe place 1.11111 
TOS(VO) or mechanic arrives. 

Set Up- Instructions to leave earlier than the scheduled time on 
the paddleboard. 

Shake-up • Period of time when Operators aelect their work 
assignments baaed upon their seniority. . 

Shine Time/ Reporltlme· Time spent by anOperalorwalllng 
for an 888lgnment or poatlng aervlce In event of abaance of 
another Operator. 

Slow Order· An Authority lmpoaed reduced apeed lmlt on a 
given street. 

SOP • Standard operating Procedure. 

Spllt • Time not on duly between work ••••--lnallngleday. 

Spllt Run • A regular driving 888lgnment conslstll19 of two 
....,. parl8 which pay at least eight (8) hours a day will*' a 
preacrtbed_perlod. 

11 
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Spotting Bua • 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 Rall Rapid Transit Une 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 o~ 
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.(Tranaportatlon Department)· T.D. Notices have colors 
for Identity reference such as; 

Blue 
Green 
Orange 
Red 

Refers to Fares and Transfers 
Refers to Routing Changes 
Refers to General Notices 
Refers to Operating orders 

TOS • TranaH Operations Supervisors • Supervisors as
signed to various locations. The different categories of TOS are: 

1. TOS(C) Communication· Personnel assigned to Bus Opera 
tlon Control Center (BOCC). 
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2. TOS(D) Division • Persomel assigned to Transit Division. 

3. TOS(I) Instruction· Peraomel assigned to Transit Instruction. 

4. TOS(R) Rall • Persomel assigned to Transit Ral Operation • 
.. 

5. TOS(VO) Vehlcle Operation• Personnel assigned to Transit 
Vehicle Operation. 

Train Room· The area provided at each Division for uae bylle 
Operators. 

Transfer Points· Where bus routes llderaect, join. or divert. 

Tripper· A driving assignment that wll work not mor& than abc 
hours and fifty-nine (8:59) mlnute8. 

Turnaround Loop • A designated route used to ,averae the 
direction of a bus. 

T. V. M. • Ticket Vending Machine. 

UCADS • Upgraded Computer Aided .Dispatch Syatem. . . 
Untt. An Aulhorily-owned vehicle. 

UTU • United Transportation Union• The labor union wtti1 
represents 118 Aulhorily'a 0peratcn and Schedule Checkers. · 

vaun. 111e part of the farebox that holds the money. 

v. c. a. -Voluntary Cal Back. An Operatorworklng on their 
day off at l18lr own request. 

'' 



Vehicle Time· The time a bus is In a service from pull-out time 
to pull-In time. 

VMS • Vehicle Monitoring System. 

vn · Verification of Transit Training Document. 

Wamlng Lights· Lights Indicating mechanical problems In one 
or more of four areas: 

1. Hot engine 3. Low air 
2. Emergency door 4. Lowoll 

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 Absent Without Permission (AWOP) 2 -2 
4.05 Acceptance of Service Inspector's Written 

Notice of Violation 4 -3 
2.42 Accepting Bus Changes 2-13 
1.11 o Accessible Service ca CD 7-5 
6.09 Accessories 6-4 
3.56 Accidents at Railroad Crossing 3 -19 
1.27 Advertising . 1-9 
3.08 Air Pressure OCD 3 -4 
3.106 Air Pressure OIi 3-20 
10.101 Alarm Activation O 10-1 
7.105 Alighting O 7-3 
2.20 Announcing Departure from Stations 2 -6 

. 2.13 Announcing Fare Zone Limits arid Inspection of 
I.D. Checks Cl 2 -5 

2.117 Announcing Fara Zone Limits and 
Coffectlon of 1.0. Checkse 2·15 

3.119 Applicatlon of Brakes O 3-34 
3.52 Approaching Railroad Crossings OIi 3 -17 
4.06 Arrest 4 -3 
7.14 Articles Carried Onboard MTA Buses 07-6 
7.02 Assisting Customers cam 7-2 
2.115 At Relief Point CCI 2-13 
3.24 Attention While Driving O 3 ·9 

• 
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2.1 O At Relief Point 2 -3 
2.23 Authorized Operators 2 -7 

B 
3.12 Backing the Bus OCD 3 -6 
3.108 Backing the Bus O<D 3-24 
2.04 Badge Reader System CD 2 -2 
2.101 Badge Reader System <D 2-1 
2.113 Biddable Trippers 2-12 
3.31 Broken Glass/MlrrorO 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 O 2 -14 
11.105 Busway/Rail Station Elevator Problems O II 11-4 

-11.101 Busway Speed O<D 11-1 
11.03 Busway Speed OCD 11-2 

t: 
2.104 Calling For Assignment 2-7 
7.03 Calling Stops OIICD 7-2 
7.103 Calling Stops OIi <D 7-2 
9.104 Calls from the Control Center O 9 -6 
3.45 Caravans OCD<D 3 -15 
3.11 Care of Tires O 3 -5 
7 .108 Carrying Customers Past a Stop O 7-4 
2.26 Carrying of Animals CD 2 -8 
2.122 Carrying of Animals IIOCD 2-21 
2.39 CEA Unit Seat Belt Requirement O 2 -12 
9.03 Channel Assignments CD 9 -2 
3.11 O Checking Tires O 3-23 
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8.127 Chtidren Under the Age of Ave Years 8-25 
10.02 o(earing the SAS m 10-1 
3.58 Coasting In Neutral O 3 -20 
7.101 Communication/Language Barriers•• 7-2 
3.155 Company Equipment Assigned (CEA) 09 3-63 
3.59 Company Equipment Assigned (CEA) Units 03 -20 
2.46 Completion of Assignments 2-14 
1.05 Compliance with Instructions 1-2 
2.36 Confklentlaltty at Accident Scene 2 -11 
8.118 Confiscating Passes 08 -8 
8.06 Confiscating Passes/Fare Media om 8 -2 
3.55 Controlling Speed While Crossing Tracks Cit 3 ·18 
1.11 Cooperation With Police/Are Department Agencies 01-4 
7.05 Conversation O 7-3 
7.109 Customer Convenience/Emergency Stops D 7-4 
1.112 Customer~Aash cards" oa11 1-22 
7.01 Customer Relations It 7-1 
2.30 Courtesy cards mo 2 -9 
2.125 Courtesy Cards • 2-25 

I 
· 3.40 Deep Water om 3-14 
3.121 Deep Water 011 3-35 
8.01 Defective Fareboxes 8 ·1 
11.06 Del Mar ramp and speed restrlcllonsO 11-2 
8.03 Depositing Fares It 8 -1 
7.08 Detaining Customers 0 7-4 
3.18 Directional Signals 0 3 -7 
11.09 Disabled Bus on Busway D 11-3 
2.41 Disabled Bus Outside of Division Yard ltDII 2 -12 
4.01 Discipllne 0 4 -1 . 
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9.05 Discretionary Use m 9 -3 
1.07 District Issued Property m 1-3 
2.114 Diverting from Established Routes O<D 2-12 
1.17 Doctor's Release 1-6 
3.112 Door Dump Valve O 3-24 
3.111 Door Master Control Switch O · · 3-24 
3.33 Door Operation om 3 -12 
3.126 Door Operation O CD 3-38 
2.112 Driving Time OCD 2-12 

E 
12.003 Earthquake O 12 -2 
1.107 Earthquake Instructions O m1-4 
7.09 Ejectment O 7-4 
1.25 Electronic Devices O 1-9 
3.28 Emergency Buzzer and Warning Lights O 3 -1 O 
3.123 Emergency Transferring of Customers OCD 11 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 mo 1-7 
1.105 Employee Injury (On Duty) o CD 1-2 
8.114 Employee Passes CD 8 -6 
4.20 Employment Exclusive 4 -8 
7.07 Enforcement of Laws, Ordinances and MTA Polley O 7-3 
2.09 Established Routes m 2 -3 
2.50 Exchange of Assignments 2 -15 
3.54 Exempt Railroad Crossings om 3 -18 
8.115 Exchange of Employee Pass Privilege Between 

Orange County Transit (OCTD) and MTA 8 - 6 
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8.116 Exchange of Employee Pass Privilege 
Between Omnltrans and MTA 8 -7 

8.117 Exchange of Employee Pass Privilege 
Between RTA and MTA . 8-7 

3.146 Exempt Railroad Crossings O (D 3-56 
8.105 Express Service 8 -2 
8.106 Express Increment Stamps 8 -3 
7.104 Exterior Speakers oa 7-3 
2.108 Extra Board 2-10 

F 
1.19 False Sick Reports 1-7 
8.101 Fare Collection mm 8 -1 
7.06 Fare Disagreements om 7-3 
8.04 Fare Disagreements OCICD 8 -2 
8.102 Fare Disagreements O 8-2 
8.07 Fare Identification Checks CD 8 -3 . 
3.134 Far-Side Stops 0(1 3-50 
4.02 Fighting O 4 -2 
5.04 AngemaUs mo 5-2 
12.104 Are O 12-3 
3.39 Are Hoses O 3-14 
1.108 Are Safety OCICD 1-6 
4.14 Food/Beverage on Board (By Operator) 04 -6 
3.21 Following Distance 011 3 -8 
11.02 Followlng Distance on the Busway O 11-1 
3.48 Freeway Bus Stops OCD 3 -16 
3.143 Freeway Bus Stop Lanes 0813-55 
2.120 Freeway Emergency call Boxes CCI 2-20 
2.21 Freeway Emergency call Boxes 2 -6 
3.49 Freeway Lanes OCD 3-16 
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3.144 Freeway Lanes o CD 3-55 
11.05 Fremont Curve Restrictions O 11-2 
3.43 Funeral Processions O 3 -15 

s 
4.11 Gaming Restrictions 4 -5 
3.19 Gauges and Indicator Lights om 3 -8 
11.04 Gibson Tunnel O 11-2 
3.35 Grade Operation OCD 3 -13 
3.127 Grade Operation O CD 3-38 

H 
5.02 Hair O 5-1 
3.109 Heating and Air Conditioning OCD 3-23 
2.11 O Hours of Service OCD 2-11 
2.127 Hold-ups, Disturbances or Altercations OCD 2-26 
2.34 Hold-Ups, Disturbances and Altercations CDC 2 -11 
4.04 HorseplayO 4-2 

I 
2.27 Identification at an Accident Scene CD 2 -8 
8.126 Identification Checks - Collecting CD 8 -25 
8.125 ldentHlcation Checks - Issuing CD 8 -25 
3.25 Improper Driving Position O 3 -9 
11.103 Inoperable Buses OCD 11-2 
2.38 Inspection at Storage Location 2 -12 
3.03 In-service Safety Inspections OCD CD 3 -2 
3.102 In-Service Safety Inspections O CD 3-15 
3.124 lnteragency Customer Assistance OCD 3-36 
3.26 Intersections/Crosswalks (Gridlock) OCD 3 -10 
4.08 Intoxicants, Narcotics or Drugs O 4 -4 
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6.03 Jacket 6 -2 
8.110 Joint Monthly·Passes 8 -5 
1.104 Jury Duty 1-2 

• 1.02 Knowledge of Rules and Procedures 1 • 1 

L 
4.03 Language and Conduct 4 ·2 
2.08 Late Puff-out O 2 -3 
1.10 Laws and Ordinances o 1 ·3 
11.01 Laws and OrdlnancesO 11·1 
2.15 Layover Zone mo 2 -5 
2.118 LayoverZoneOCD 2-16 
1.102 Leave of Absence 1-1 
3.145 Left Tum Across Railroad Tracks 08 3-56 
1.12 Licenses, Medical Certificates and Verfflcallon of Transit 

Training (VTT) Cards a, 1-4 
8.104 Limited Service 8 -2 

. 2.18 Utter 2-6 . 
3.125 Loading of Buses through Rear Doors oa 3-37 
8.103 Local Service 8 -2 . 
1.26 Lockers 1-9 
1.18 Long T errn Sick Leave (over 30 days) It 1-7 
1.103 Long Tenn Sick Leave (over 30 days)• 1-2 
2.25 Lost Articles 2 -7 
2.121 Lost Artlcles CD2·20 
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If 
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 O 3 -11 
12.106 Medical Emergency Procedures O 12 -5 
11.10 Merging TrafficO 11-4 .. 
3.150 Methods to Avoid Accidents when Entering and Leaving the 

Bus Zone OCD 3-58 
3.154 Methods to Avoid Accidents at Intersections O 3-62 
3.153 Methods to Avoid Accidents Between Intersections 03-61 
3.151 Methods to Avoid Accidents in the Bus Zone O 3-60 
3.152 Methods to Avoid Onboard Falls O 3-61 
3.20 Mirrors om 3 -8 
3.114 Mirror Adjustment O CD 3-26 
2.128 Miscellaneous Reports2-28 
2.02 Mlssouts lD 2 -1 
2.102 Mlssouts CD 2-4 
4.16 Misuse of Employee Pass 4-7 
8.109 Monthly Passes - Los Angeles County 8 -4 
5.03 Moustache, beard and sideburns . 5-2 
1.101 MT A Issued Property CD 1-1 
8.121 MTA Monetary Tickets II 8 -11 

II 
3.131 Near-Side Stops O 3-48 
6.07 Neckwear 6-4 
2.17 Noise 2 -6 
8.05 Not Accounting for Passengers (NAP) 8 -2 
7 .12 Not In Service Trips - Customers O 7-6 

,, 



a 
3.136 Obstructed Far-Side Stops om 3-51 
3.133 Obstructed Near-Side Stops oe 3-49 
3.137 Obstructions or Hazards oe 3-52 
3.37 ObstrucUons or Hazards In Bus Zones Oat 3 -13 
4.17 Occupying Seats to the Exclusion· of 

Fare Paying Customers 4 -7 
3.47 Off-Street TermlnaVStatlon Operation OCI 3 ·16 
3.142 Off-Street Terminal Operation 081 3-55 
7.111 On-Time Performance Warranty Program Cl 7-22 
3.130 Operation at Customer Stops O 3-46 
3.128 Operatlonal Techniques oe 3-39 
2.22 Operating White Ill or Fatigued o 2 -7 
3.22 Operating Speed Oat 3 -8 
3.116 Operating Speed OCI 3-32 
3.04 Operation Within Division/Storage Yard 0 3 -2 · 
3.23 Operation "Under Control" Oat . 3 -9 
2.51 Operator's Dally Report card O 2 ·16 
3.02 Operator's Vehicle Condlllon Report Oat 3 -1 
3.103 Operator's Vehlcle Condition Report Cardo• 3-17 

. 2.43 OWi Une-uplt2-,3 . 
2.133 OWi Une-Up 812-30 
2.44 Owl Connections II 2-13 
2.134 Owl Connections Cl 2-30 , 
2.106 Paddleboards 2-9 
3.13 f>arking O 3-6 
3.149 Parking Buses In the Division Yard 03-57 
7.04 Passenger Stop Request Signal O 7-3 · 
7.11 Passing-Up Customers O 7-5 
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3.41 Pedestrians O 3 -14 
1.09 Personal Records 1-3 
1.106 Personal Safety In Yards OCD 1-3 
8.120 Persons with Disabilities Cl 8 -9 
1.13 Physical Examinations 1-5 
4.09 Possession of Weapons While on MTA Property O 4 -4 
3.141 Posted Bus Stops Without Curbs O 3-54 
2.07 Pull-outs, Pull-Ins and Off-route Trips m 2 -3 
3.01 Pre-Pull-out Safety Inspection O<DCD 3 -1 
3.101 Pre-Pullout Safety lnspectlonO CD 3-1 
9.102 Preparing the G.E. Radio for Use CD 9 -2 
8.108 Printed Tariffs 8 -4 
2.123 Procedures at Scene of Accident/Incident OCD 2-22 
10.104 Procedure to Follow When Danger Has Passed OCD 10-3 
10.103 Procedure to Follow When Danger 

Remains On Bus o 10-2 
3.122 Proper Right Side Clearance O 3-35 
3.16 Proper Use of Vehicle Controls O 3-7 
8.129 Public Law Enforcement and Traffic Control Officers 8-26 
3.29 Pushing or Towing O 3 -11 . 
11.102 Pylons - Reflector Slgn~lamond Lane Marking O 11-1 

R 
9.04 Radio Codes mg -3 
9.01 Radio Conduct m 9 -1 
9.105 Radio CodesOCD 9-7 
9.101 Radio Use CD 9 -1 
3.51 Railroad Crossings om 3-16 
3.148 Railroad Track Safety OCD 3-57 
1.24 Reading While Operating O 1-8 
3.36 Rear Door Interlock 03 -13 
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8.131 Refund Receipts 8 -28 
7 .10 Refusing Transportation O 7-5 
12.101 Remaining at Work O 12 -1 
1.06 Reports 1-2 
2.28 Reporting Accidents or Incidents 2 -8 
1.21 Reporting Back from Vacation 1 -'1 
2.01 Reporting for Duty 2 -1 
1.14 Reporting Sick 1-5 
9.02 Restrictions 9 -2 
10.01 Restricted Use II 10-1 
7 .18 Restroom Facilities - Customers 7-8 
1.28 Restroom Facilities O 1-1 O 
1.16 Returning from Sick Leave 1-6 
2.29 Requests for Assistance 110 2 -9 
2.124 Request for Assistance Cl 2-24 
7.102 Requestsforlnformatlon •• 7-2 
3.138 Rolling Back on a Hill o Cl 3-52 
2.12 Running Time 2 -4 

I 
1.22 Safety 0 1~ 

. 1.23 Safety In Yards 110 1-8 
4.13 Safeguarding MTA Property 4 -6 
2.131 Schedule Problem Reports 2-29 
3.46 School Zone 03 -15 
3.113 Seat Adjustments O 3-25 
8.119 Senior Citizens 8 -8 
2.11 Service Delays 2 -4 
2.116 Service Delays II 2-14 
1.15 Sick Operator's Travel Restrictions 1-5 
3.06 Signs OIi 3 -3 

t 



Alphab1l•I Lldn1 ot Bula•• so,·, 

3.104 SlgnsO lD 3-18 
6.05 Shirts/Blouses 6-3 
6.08 Shoes O 6-4 
10.102 SIient Alarm Indicator O 10-2 
3.50 Slow Moving Vehicles (Freeway) 3 -16 
3.57 Slow Orders03-20 
7.107 Smoking, Food/Beverage, or Radios on Buses -

Customers OlD 7-4 
4.18 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 O 1-2 
7.106 Standees OIi 7-3 
7.16 Standees on Wheelchair Lift OIICD 7-7 
11.07 Standing Vehicles - Emergency Stopping Areas O 11-3 
3.32 Standing Buses O 3 -11 
3.139 Station, Facility and Yard Operations OlD 3-52 
3.07 Starting or Stopping of Engines OCD 3 -4 
3.105 Starting/Stopping of EnglnesO lD . 3-19 
3.117 Steering om 3-32 . 
3.53 Stop Required at Railroad Crossings OCD 3-17 
3.147 Stop Not Required OlD 3-56 
2.14 Stops on Turn Around Loops and Detours O 2 -5 
11.08 Stops (Busway) O 11-3 
3.42 Stopping for School Buses 03-14 
2.132 Storage Location Procedures OlD 2-29 
3.38 Street Excavating, Workmen or Hazards O 3 -13 
2.33 Striking a Axed Object or Unattended Vehicle CDC 2-1 O 
8.111 Student Passes (Elementary, Jr. High, 

High School and College/ Vocational) 8 -5 
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2.06 Supplies m 2 -2 
2.109 Supplies ID 2-1 o 
6.06 Sweaters 6-4 
9.103 System Use O 9-3 

T 
3.05 Tampering with Equipment O 3 -3 
8.02 Tampering With Farebox 8-1 
3.107 Testing and Use of Lights CCI 3-21 
2.05 Time Check 2 -2 
8.130 Time Performance Warranty Cl 8-27 
4.10 Tobacco/Smoking Restrictions 4 -4 
8.122 Token 8 ·12 
3.27 Traffic StgnalsOCI 3-10 
3.118 Traffic Signals CCI 3-33 
4.07 Traffic Violations O 4 -3 
2.45 Transfer Connections O 2-14 
8.123 Transfers- Los Angelis County a 8 ·12 
8.124 Transfers to/from Munlclpal Carrlen In 

Los Angeles County 8 -24 
. 8.128 Transportation of Customers wtih 

Visual Impairments a 8 -26 
4.15 Transporting Friends or Relatives 0 4 -7 
2.24 Transporting MTA Authorized Articles 2 ·7 
6.04 Trousers 6-3 
3.115 TumsO 3-30 
2.48 Turn-Ins 2 -15 
12.102 Types of Disasters 0 12 • 1 
12.105 Types of Ares 0 12-4 
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u 
2.19 Unattended Buses mo 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 mo 2 -11 
2.130 Unenforced Rule Report O<D 2-29 · · 
6.01 UnHorms m 6-1 
6.101 UnHorm Purchasing Procedure m 6-1 
3.140 Unmarked Bus Stops CCI 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 O 3-49 
2.129 Urgent Situation Report/Report of Unsafe Condition or 

Hazard O 2-28 
3.10 Use of Ughtsom 3-4 
3.09 Use of Parking / Emergency Brakes O 3 -4 
8.113 Use of Passes on Special Events 8 -6 
3.17 Use of Windshield Wipers O 3 -7 

V 
2.31 Vehicle Accident / Incident Written Report mo 2 -9 
2.126 Vehicle Accident/Incident Written Reports Cl 2-25 
3.34 Vehicle Check at Une Terminal O 3 -12 
3.14 Vehicle Cleanliness O 3 -6 
2.32 Vehicle Are Report mo 2 -1 o 
2.16 Vehicle Ughts at Layover / Terminal mo 2 -5 
3.15 Ventilation O 3 -6 
2.49 Violations of Hours of Service mo 2 -15 
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4.19 Wage Garnishments 4 -8 
7 .17 Walkers/Canes/Crutches/Braces OIi 7-8 
6.10 Watchesll 6-6 
6.102 Watchesll 6·2 
3.120 Wet Pavement O 3-34 
7.15 Wheelchairs/Disabled Customers cam 7-7 
5.01 When reporting for duty 5-1 
2.35 Witness Reports mo 2 -11 
2.103 Work Run Book 2-5 
2.111 Work lime o 2-11 

z .. 
8.107 Zones Outside Los Angeles County 8 -4 · · 
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