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{ INTRODUCTION.

&l of us at Centro must never forget that the most inportant . .
pecple to our business are the passengers we serve. Our produéf e
is service, and our job is always to make that service as attractive
as wé can. To our rid;rs. the driver behind the wheel is CENTRO.
as thet driver, you are and will alyays be the key to what people.
think of us, and whether they choose to ride with us. Se you and

your passenger skills are very importax}t to our success.

Your gopd work with passengers will mean a lot. to you too.
.. When you get along well with the people who rige your ‘bus,. you 'wil-l.:..-’:.
f£ind thati L
They will treat you better.
- ‘They will follow your directions better.

‘They will uwsually be on your side if other passengers.
cause you trouble.

'.;'hay will respect and admire you for being good at youxr

ob.

Your job and your workday will become easier and more. :* = -
rewarding. s
If you should ever need your passengers as witnesses, - i, 3 S

they will be more willing and cooperative because.they . ... -
‘believe in you. : i TR

Profegsional drivers all have one thing in common:. a.great: :
senge of professional pride. That pride shines through -in .(Q?.;l‘ thnt.
‘;hei-do as drivers. It sets them apart, and helps them tO"'d._a“l:fi £

* with difficult situations. .

The finest gift that you can give to yourself and your company _'

-is your sense of professional pride.
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This manual presents the.performance code and work rules

applicable to all full and part-time operators.

Centro is interested in aiding you, as its representative,
in doing the best possible job toward rendering safe, courteous,
efficient, and dependable service to the riding public. %This manual
serves as a guide to the proper performance of your duties.

When you accept a position with Centro, you assume certain
responsibilities which are essential to the proper performance of
the job. Your acceptance of a job with Centro is your commitment
to willingly comply with Cemtro's rules and regulations. As an
employee, you are expected to be truthful and honest in your actions.
You are expected to carry out work assignmente and instructions of
supervisory personnel, and to perform your duties in a competent,

proficient, and professional manner.

all operators whose duties are prescribed within will be
furnished with a copy for wi:ich they will sign a race:l.pt_. Employment
by the Company binds the employee to comply with the rules and regul-
ations established by the Cocmpany whether they are set forth herein
or have been or are establighed independently of~ this booklet, as
well as all applicable New York State and Federal regulations and
lawe. Ignorance thereof shall not excuse negligence or omission of
duty. Nothing contained herein shall prohibit or restrict the Company
from changing or amending any established rules and regulations or
from implementing new rules and regulations.

Only those gqualified by the Human Resource uanagément Department
will be permitted to operate buses in passenger service. Discharged
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operators will immediately turn in a;l Company property, including
all uniform patches and items displaying the Company logo, briefcase,
bue pass(es), and prescription drug card. Discharged operators will
also be responsible for any outstanding deductions.

When reviewing this booklet, please note the letters in parenthesis
in the 2ight hand column of the pages. These letters refer to the
suggested disciplinary code for the corresponding rule. These
suggested disciplinary codes are found on page 40 of this booklet.




BASIC REQUIREMENTS

1. licensé ~ Bus operators, while on duty, must have in their
possession a valid New York EState Class 2 License which legally
permits them to operate a bus.

If a bus operator’s license is suspsnded or revoked, it is
the responsibility of the bus operator to notify the Company
immediately. '

2. Address & telephone number - Bus operators must have their
current address on file. They must also have filed, with the
Operations Department, a telephone number where they can be
reached. Any change in address or telephone number must be
reported promptly.

3. Vehicle & traffic laws - All wvehicle and traffic laws,
ineluding 19-A of the New York State Vehicle and Traffic Law,

muset be obeyed at all times.

4. Physical examination - Bus operstors must submit to a
physical examination and other medical tests upon the reguest
of authorized Company officials.

5. Dniforms, appearance & hygiene
Uniforme - Operators must report for work at the dispateh

window or at relief points in the uniform designated by the

Company. Thie uniform must be neat, clean, and in acceptable
condition, and is to include the proper name tag and authorized

briefcase.
There should be no unauthorized display of badges or emblems

on uniforms, caps, or briefcases.

(B)

(1)

(E)

(x)

(n)

(D)

(D}
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Prior approval must be obtained from the Director of D)
Operations if an operator wishes to wear any article which
ig not identified as a standard uniform article. This includes,
but is not nn:l.ted to sweaters, jackets, and hats.
m'wprk .an&‘whﬂe on .

'!he unifmm cnn only be worn to (D

dutg. lihen i

uniuthofized: neg;i-yi;tigg,_;ﬁ:;.: 'pg;‘;;_se_qn at ':1nappropr£ate'.rloéafl:im;ii,,
including but not limited to, taverns, bars, and liguor stores.
Operators may be withheld from active service if they report

for work in an inappropriate or impropar uniform.

Ties - The current Company authorized tie must be worn from (c)
October 1 through April 15 unless changed by bulletin. Neck-

wear must be worn properly amd not loosely around the neck.

Shirt - when wearing a tie, all shirt buttons must be {c)
buttoned. When a tie is not being worn, the top button, and
only the top button, will be unbuttoned.

Footwesr - Bus operators must wear an acceptable, standaxd {C}
complete shoe. Operators are not permitted to wear open toe,

open heel, sandals, slippers, sneakers (or other canvas or

cloth shoes), platform, or high-heeled shoes or boots that

may interfere with the safe operation of the bus. Footwear

must be in aceceptable physical condition and polished and

cleaned to compliment the appearance of the uniform.

Watches - Bus operators must have in their possession, {c)
while on duty, & reliable watch. The correct time is to be
obtained during the operator's reporting time from the radio,

the Operations Department, or the Service Supervisor.




Hygiene - Operators must take care in mainteining a high
gtandard of cleanliness and hygiene. Uniforms, hair, beards,
and moustaches must be kept properly groomed and acceptable
to Cempany standards.

Briefcase -~ Management reserves the right to inspect the
Company authorized briefcase and its contents. Failure on
the part of the operatot to comply with a request by an
avthorized Company official to do so will result in confis-

cation of the briefcase.

6. Seatbelts - Seatbelts will be worn at all times while
operating a Company vehicle.

(I)

(x)

(E)



ABSENTEEISM
Employees must maintain a satisfactory attendance record.

All employees should be familiar with the Company's Policy on
Attendance, copies of which have been furnished. Additional copies
can be obtained from the Director of Operations.

The Company will try to assist employees with problems that
contribute to poor attendance. Employees should understand, however,
that an absenteeism record can become se excessive that his or her

value as an employee is outweighed by business inconvenience and

excessive cost to the s
,ﬂ’ The Company will exeuse occasional legitimate absences d;;-::jj::>

illness.
[

Hh;;J:;::;Eil become 80 excessive as to interfere with produc~
tivity and scheduling, Management has the right to discipline and/or
terminate an employee, even where the absences are job related
and/or due to genuine ilimess. Centro has the management right, as
well as the contractual right, to discipline and/or terminate for
excessive absénteeism.

It ie the employee's responsibility to (a) prouptly notify his
or her supervisor when absence is unavoidable. Such notification
should be by the employee whenever possible.; (b) maintain healthful
habits; and (¢) when ill or disabled, do what is required (seek -

medical help, follow doctor's advice, etc.) to returnm to the job
as soon-as practicable.

When an employee. reports that he or she is unable to work by
reason of a disability, the employee's record, in light of the
aforementioned factors, will be reviewed. This review will also
be done at periodic times within the durations of the absence, The
employes may, on the basis of the facts and circumstances of the
particular case, be granted a2 medical furlough, disciplined, or
discharged.




In addition to long-term illness or disability, frequent
instances of even short-term or one-day absences axe very disruptive
to the Company. An employee will be considered to have an unaccept-
able level of absenteeism if the employee is absent from work due
to eickness or injury on a number of instances which is substantially
greater than the average.

For administrative purposes, we define excessive absenteeiszm
as 8 or more instances in a 12-month period. This is 200% greater
than the average. Operators with excessive absenteeism will be
subject teo discipline. The Company's Policy on Attendance contains
the suggested discipline.

1; Falsification of _Sigkness or Disability -

Operators who falgify or misrepresent a sickness or dis- {a)
ability will be terminated.

Operatore who conduct themselves in a way which may prolong (1)
or aggravate theilr sickness or disability will be subject to-
disciplinary action by the Company.

2. Missouts - &=
_ Operators are required to report to the window or at the M

designated relief points fully prepared for work ne later than
the =scheduled report time. Failure to do so shall constitute

a missout. Fully prepared for work shall be defined as being
in £full and proper uniform, posseseing all required articles,
and being in proper physical and mental condition as prescribed
in article on conduct. Failure to report tc the correct desig-
nated location shall alsc be considered a missout.

Operators who are sick or cotherwise unable te work must call in.
{(to the tape phone Mnct later than w;efore the
scheduled report time:; or in person if at zll possible. Failure

to de so shall constitute & missout.



TEE PROFESSIONAL PERSORALITY

An important quality that Centro looks -for when considering
You as a professional is your ability to remain peaceful in the
middle of stress or confusion. Drivers deal with people, and people
are unpredictable. They can also be sloq, annoying, bad-mannered,
and crude. You can best keep your feeling of balance and the confi-
dence of your passengers by putting a bit of space between yourself
and the emotional ups ‘and downs of your riders and other motorists.
Keep in mind that you are the professional on the bus; who has seen
it all, can handle it all, and who ie there to keep things peaceful,

smooth, and safe.

This helpful, easygoing, confident style shows the people on
your bus that you respect your profession. They notice that, as a

professional, you:

Never use a loud or rude velce.

Are-endlessly patient (even toward the elderly lady
who asks you eleven times if this is her stop).

Never smoke, drink or eat while driving.

Keep your attentionm on your job and aveid unnecessary
conversation with passengers or other employees.

Never use personal radios or tape players, which show
disregard for the job at hand.

;gggliteness and Arquing

We cannot zllow impoliteness towards our passengers or other
members of the public. Centro expects ite operators to make allow-
ances for the lack of skill and manners of non-professionals, and
that they use patience even when it is hard to do so. Even though

& passenger may be rude, profane, or insulting, Centro's drivers
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must refuse to get pulled into an argument. The professional uses
professional pride to keep from lowering to the level of a rude or

nasty passenger or motorist.

CO¥DUCT

1. Politenesg - Operators are to be polite and courteous to the (1)
public at all times. All guestions should be answered as
knowledgeably as possible. In the event that an operator is not
sure of a transit-related question, they are to call in via the
radio to get a response from the Service Supervisor.

Bhould conflicting opinions arise between an operator and a (1)
passenger, the operator should make every effort to resolve the
gituation diplomatically. At no time should an operator argue
with a passenger. If you are unable to resolve the situation,

contact the Radio Disgpatcher or Service Supervisor for assistance.

A bus operator must give his/her name to the public if (x)
reguested.
Under no.circumstances are operators to use obscene (B)

language or gestures.

2. Insubordination - Failure to accept valid work orders, dis- {n)
obedience of orders, neglect of duty, threatening or assaulting

a Company official or representative, or using profanity toward

2 Company official or representative is prohibited.

3. Operating procedures
Written orders - Operators muet be familiar with this Rules {1)

& Regulatione Manual, Pclicy on Attendance, Company bulletins,
route manuale, and other official Company correspondence and

be governed by their provisiens.

Verbal orders - Verbal orders given by Company officiale, (x)

whether or not in conflict with previously issued written
instructions, must be obeyed .



4. Fighting and altercations
(a) No operator shall engage in fighting on Company propert

or while acting as a representative or agent of the Company .

(a)
)

(b} Mo operator shall engage in horseplay on Company property, (I)

or vhile acting as a representative or agent of the Company

5. Theft

(a) Theft of Centro property or the property of & fellow
employee or the public is prohibited.

{b) Berviee
{l) Bmployees are forbidden to give out transfers or
tokeng to anyone who has not paid a fare.
(2) No operator shall deliberately permit an individual
to ride without depositing a fare or having shown the

proper pass in lieu of fare.

6. Misuse or unauthorized use of Company property - Misuse or
unauthorized use of Company property is prohibited.

7. Negligence or carelessness - Negligence, carelessness, or
willful acte which result or may result in damage to Centro
property or the property of another employee or the public is
prohibited.

8. Possession of weespens or firearms - Possession of weapons

or firearms on Company property or while on Company business i*

prohibited. This includes but is not limited to carrying such

(&)

{n)

(a)

(n)

(x)

(n)

iteme in briefcases while on duty and/or while on Company property.

It ig prohibited for an employée to carry & knife with a blade

of

3 inches or more and knives may not be worn on the belt or anykhara

on ‘the outside of the clothing.
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9. Alcohol and druge - It is a violation of Company rules and (a)
New York State law to be at work while impaired, intoxicated,
or under the influence of alcohol or drugs, or to use alcohol or
drugs while on duty. It is also against Company policy to have
alcohol or drugs in your possession during working hours or on
Company property. Management has the right to require an employee
on duty to submit to & physical examination or other certif;ed‘
test or tests to determine if the employee is impaired through
the use of alcohol and/or drugs. -

10. Gambling, selling, soliciting - Gambling, selling, or (1)
soliciting while on Company premises or on Company business is

prohibited. However, in certain instances, an employee may obtain
permission to sell or advertise the sale of a specific item or

items from the Director of Operations.

11. smoking - Smoking at any time while on the bus, whether in ()
revenue service or not, is prohibited. This includes but iz not
limited to charters, deadheads, turnbacks, shifts, or layovers.
Smoking in any of Centro's buildings where prohibited is forbidden.

12. Chewing téhauco = Chewing tobacce while on or operating a {E)
bus ir prohibited.

13. conduct in the maintenance/storage area - Operators are {D)

permitted in the maintenance/storage area only during the time
necessary to take out or park the bug, unleas otherwise reguested.
Extreme caution shoulé be exercised when operating in or out of
the maintenance area or yard area.

Operators should not interfere with or adversely affect the
productivity of the Maintenance Department employees.



14. Misrepresentation - If an employee willfully mekes a false
statement or representation for the purpose of obtaining ox
influencing the determination of any benefit, payment or prefer-
ential treatment, that employee has committed a deliberate act
with the intent to defraud. False statements of representation,
with regard to work records and documents, medical 1ﬁsurance,
health benefits, medical history, or any information pertaining
to an employee's skill, qualification or work status, shall

constitute a serioue misconduct.

15. Housekeeping - It is the respongibility of the bus operator
to keep the bus, especially the dash and driver's area, free
from debris and in an acceptable visual condition.

It iz also the responsibility of all employees to keep
Centro's office, the Operations Department, the Driver's Room,
and maintenance facility heat and clean.

Employees who damage or deface Centro property will be dis-
ciplined.

i3
(1)

(E)

(x)
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ON-TEE-JOB IRJURYE

The employee who sustains an on-the-job injury caused (1)

either by an accident or an occupational disease will be

required to do the following:

6.
7.

In an emergency bsituation, immediately apply required
first aid technigues.

Notify the.supervisor immediately of the injury and how
it occurred.

Obtain necessary medical attention. An employee who
sustains an injury that requires immediate attention will
be taken to the Company’s authorized physician.

Complete and turn in an “"Accident Report of Injury to ]
Employee” on the day of the accident, unless the employee's
physical condition prohibits it, and then it must be

turned in as soon as possible. An injured employee who
fails to timely inform the Company of the injury may forfeit
the right to Worker's Compensation.

If an employee sustaine an injury that does not require
immediate medical attention, the employee must still

report the injury on that day, and comply with the Company's
request for followup evaluation.

Comply with all of the Company's requests for information
about the injury and/or acclident.

Complete a claim form on Form C-3 for Worker's Compensation.

Follow doctor's instructiong to insure a proper and expedient
recovery.

Return to work as soon as poseible.
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OPERATING PROCEDURES

1. Reporting for work - Operators must report for work onm or {D)
before their designated reporting time at the location specified.
When being relieved downtown, the Service Supervisor must be

notified immediately if your relief operator fails to show up.

o\ Ww-lrdeu— - ‘
2. Bug assignment ~ The bus assignment listing must be read so (D)

that the correct bus will be taken from the garage. Operators
must take the bus that is assigned. If for any reason the bus
asgsigned cannot be found or another situnation arises which
prevents the operator from using the assigned bus, the Service
Supervisor must be contacted for & decision as soon as possible.

The radioc in a nearby bus can be used for this communication.

“Sr-etitti““In“hnwradio@:NEQEELgu;};ng out of the Centro (E)

facility, opex re must call in service tp~ﬁﬁ;'risi; operator.
Block number and bu umber/::;ffgxhiwinaicated when éoing this.

Is to work properly, it is the

If for any reason the ra
operator's responsibility to mnét the dispatcher immediately,
either by means f/;;ither radio or by teléphona where appropriate.
The ra?;df;:M:n place to serve as an aid to you in the per-
formance of your driving duties. When events occur in which you
are uncert: - of the correct response or remedy, use the radioc to

reguest direction f£rom the Operations Center.

4. Bchedule operstion - Buses must not run ahead of scheduled (D)
timé. They must leave terminal and timépoints on time, unless
unavoidably delayed.

The rations Center must be notified radio of a dela ()

of five minutes or more. A decision on how to remedy the
gituation will then be made by the radio operator. There is to
be no exception to this, not even on last scheduled trip.
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It is the responsibility of the driver to notify the Company {E)
of chronic running time problems or special situations which

affect the service to the public.

5. Route manual - Operators are to be thoroughly familiar with (E)
and have in their possession, while on duty, a current, updated
Centro route manual. It is the responsibility of each operater
to maintain this current route manual. If any question arises
as to 2 specific route or route deviation, the radio console
operator or Service Supervisor siould be contacted for imstruc-
tions and clarifications.

It is the responsibility of each employee to be familiar (D)
uiﬁh each route in the Centro system, as well as any existing
route deviations or detours which may be in effect prior te

operating these routes.

6. Designated route - The deaign;ted route, which includes all {1)
notes and special instructions found on the manifest and route
manuals, is to be followed at all times. If a regular route is
blocked, radio contact must be made with the Operations Depart-

ment for an &lternate route and/or gpecial instructions. Instruc-
tions of any police officer at & detour site must be followed.

Operators must also inform their relief of any detours.

7. Manifests, trip sheets and count sheets - Manifests, trip {D)
sheets, and count sheets, including charter sheets, must be

filled out completely and accurately and turned in promptly

after each workday to the Service Supervisor or at a designated

location.
8. Transfers and coupons - All valid transfers that are {D)

received and accepted for fare must be disposed of properly by



17

tearing them in half so that they cannot be used again.

Unused bocke or partially used books of t;ansfers mugt be {D)
turned in by the operator who returns the bus to the garage.

Special transfers and coupons which are collected for fare {D)
muet be turned in on the day collected.

It is the responsibility of the operator to assure that all {D)
transfers accepted are valid. Interline transfers issued by
other carriers must be checked for the correct date.

Transfers are to be given out upon reguest ?hen payment of (x)
the appropriate fare has been made. &An emergency transfer can
be given out if a passenger has paid a2 fare and has gotten on
the wrong bus, rides beyond his or her stop, or for any emergency
reason where ;hg passenger needs to tranefer to a bus on the same
line. '

fhe giving out of transfers for any other reason is strictly (&)
prohibited.

9. Destination signs - Proper destination signs, front and gide, (E)
and route number designated by the driver's manifest and route
manual must be displayed at all times. Unlese otherwise speci-
fied, destination signs must not be set for the return trip
before arriving at the end of the line. Under no circumstas- a:
should a split sign be displayed in front. When returning te the
garage after finishing a rum, one of the following signs must be
displayed in the front and side:

a. Garage ¢. Downtown

b. Hot in Service d. Common Center




10. Supplies ~ Operators, when on duty, shall have in their
possesesion the following items:

a. tranafers - both Centre & ¢. witness cards
Interline (E84&0) )
h. vehicle defect report
b, trip sheets
i. Rules & Regulations

¢. manifests Manual

d. route manual 4. labor contract

e. incident reports k. public timetables
£. accident reports 1. hanging signs

(if necessary)
m. other supplies needed
Iteme which are ‘taken from the facility must be returned to
their proper place upon returning to the garage.

11. Btops - Operators are required to make stops so that the
right wheels are parallel to and within twelve inches of the
right hand curb, unless such a stop ie imposeible, or where the
operator is reguired or permitted to.make a different stop on
account of some lawful regulation orf emergency.

If & stop is made under circumstances which create a hazard
to the safety of alighting passengers, the operator should warn .
alighting passengers, "Watch your step please®™.

12. paseing up passéngers O f¥dfors must stop for any poten-
tial passengers waiting in a designated bus stop and allow them

the opportunity to board. Operators must also exercise good
judgement in picking up passengers at reasonably safe corners
even if it is not a designated bus stop. Cordially instruct

the passenger that they must wait at a designated bus stop in the
future, When it becomes necessary tc pass up passengers because
the bus ie loaded to capacity, it must be reported immediately
to the Operatione Center by radio. The stops that are passed-up

is

(E)

()

(1)
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must be identified by location. All reasonable efforts must be

made to politely encourage the passengers to move to the back of

the buge g0 as to guarantee maximum capacity.

13. Skipstopping - Skipstopping is prohibited. If the bus is (1)
filled to capacity, the dispatcher must be notified immediately
by radio for imstructions. The driver must not alter the desig-

nated route.

14. Stopping the bus in service - Operators are prohibited from (I}
leaving the bus with passengers on board, except in an emergency.
This includes stopping at restaurants. If the operator must

leave the bus, permission must be obtained from the radio oper-
ator. The driver must identify the vehicle's location.

15. Unattended bus - The bus must not be left unattended in (1)
service without specific permission from the Service ;upcrvisor,
except in an emergency. Coortrans operators must call in if
leaving the bus for a reason other than helping a passenger.

When & bues is left, the transmission should be placed in
peutrsl (ip park; if the transmission is s0 eguipped) and wheels
should be curbed, blocked if possible. The smergency brake should
be properly engaged. The operator must call into the Bervice
Supervisor to give the location and reason, and the vehicle should
be secured as well as is possible. The bus should only be parked
legally and in e way that it does not create a safety hazard.

16. Boarding and alighting passengers - Passengers should be (1)
picked up and discharged at reasonably safe locations; operators

should pull as closely as possible te the curb and should aveid
passenger obstacles such as holes or snowbanks. Passengers must
uever be permitted to board from or alight into traffic lanes or

intergectiona.
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Operators must never move the:bus while passengers are in the
act of hoarﬁing, alighting, or férward of the white line.

When boarding passengers in the downtown area during rush
hours, the first four buses in a loading area will normally make
one stop. Any bus further back in line must stop again at the
front of the loading area. 1In any case, operators loading in 3rd
or 4th positions should watch for passengers who, for whatever

reason, Gid not at first see the.bus.

17. Closing doors ~ Buses must not be moved until the doors are (D)
closed. Doors must not be opened until bus has come to a

complete stop. the operator must give undivided attentiom to

the doors when closing them, and.shall keep his hand on the door

lever until the doors are entirely closed.

18. Street and bus hazards - Repért promptly any serious defect (E)
in street, highway, or bus stops.-to the Bervice Bupervisgor, as

wvell as any detour potentially affecting Centro's operations.
Operators should algo report any;tree limbg or signs which may

scratch or damage buses.

19. pisturbances - Any trouble or uwnusual disturbances which (D)
occur on & bus should be reported immediately to the radio
operator and a written incident éeport should be turned in the
same day. Requests for assistance should be made by radic or
by use of silent alaxrm, if approériate.

In no event should a passenger be physically detajned or {x)
accosted unless the operator's well being is threatened.

It ie the responsibility of the bus operator to take whatever
reasonable steps are necessary to protect the health and safety

of the passengers.



20. Exchanging duties - Operators must not exchange duties
without permission from a supervisor.

21. Bus parking
{a) In service -~ When leaving the driver‘s seat, apply the

emergency brake and put the gear shift in neutral (park, if
g0 equipped). When leaving the bus, apply the same measure:
and block or curb wheels. You must notify the Service
Bupervigor by radio when you ere leaving the bus. The
engine must be shut off on any layover of more than five
minutes unless it is necessary for passenger comfort or
specified otherwise by bulletin or special instructions.

The bus must be properly and legally parked (with permission
of property owner if necessary) and doors closed to emtry by

conventional means.

{b) At garage - The bus must be parked appropriately in the
lane designated by the individual in the spotter's booth.

‘Care must be taken to park the bus within lane markers so as

not to interfere with the safe movement of cther buses ox
pedestrians. If you are, for any reason, unable to park your
bug in the designated lane, the radioc operator must be
contacted for further instructions. Do not block the desig~
nated emergency walkway.

When parking & bus in garage or lot, apply emergency brake
put gear shift in neutral (park, if so equipped}, change radic
block number to 001, check bus for articles, shut off engine
and all lighte, including farebox light.

22. Moving & bus on Company property - Operators must never move
a bus until certain no one is working over, under, or about it.

Operatorgs must exercise cars around buses in the yard and garage.

21
(1)

(1)

(E)

[ 4

(1)
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Operators must at all timas:adhete to the 5 MPH speed limit (I)
when operating a bus in the garage and drive at safe and prudent
speeds in the lot and yard area.

1
23. Lost articles - Busee are to be checked for articles at the {1)

end of the line. Any articles found must be turned in by the
operator who found the articles at the end of that piece of work

at the Operations Center, or in the case of a downtown relief,

with the Service Supervisor who is downtown and not left for your
relief operator. Under no cireupstanees may articles found be
given to any person, nor informa?ion given concerning such articles,
unless specific authorization i; given by a Bervice Supervisor.
Inguiries should be referred to the Lost and Found Department.

24. Transporting articles - Operators shall not carry packages, (1)
baggage, letters, newspapers, or:any other caxrgo not in the
possession of ite owner. :

Firearms are not permitted unless in the possession of a law
enforcement official, or in casee where prior authorization was
given by the Operations Department.

Skis and ski poles can only be carried on charter service or
on regular service specifically designed as ski service. Ice
skates must have blades properly protected. No knives or sharp
objects shall be permitted to be carried. No open bottles or cans
shall be allowed, nor ahy cups or containers. Open pacﬁages of
food and prepared food from restaurants are prohibited.

Baby strollers and shqpping carts should be folded and held
in front of the owner as he/she gits in a seat.

Strollers, carts, or packages which are so big that they cause
a potential safety hazard are not to be allowed on the bus.

If the driver has a question regarding this policy, he/ghe

should call the Service Bupervisor for direction.
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25. Transporting animals - Animals, unless entirely confinmed in (1)
& smell bpx or cage, shall not be permitted on buses, except dogs
(properly harnessed) used by the deaf and the blind for guidance.

26. Distractions -

(a) Operators must not make out reports, read, eat, drink, (x)

talk unnecessarily, or otherwise become diptracted while bus
i in motion. T

(b} Operators are prohibited from listening to radios, (D)
gcanners, tape players, C.B. radlos, televisions, or any
other electronic device while driving 2 bus. The above are

not to be carried in operator's briefoase.

{¢) Operators are not to monitor Centro radio transmissions (D)
while driving buses equipped with radios having the monitoring
capability.

(d) Operators are not allowed to have riding &z their {B)
passengers friemds, children, or spouse whose purpose is

other than being transported direé,tly from one point to another.

27. Bus lighting ~ All exterior bus lighte must be turned on ¥ .. (D}
hour before sundown and remain on until % hour after sunup.

During bad weather or any other condition which may reduce normal
visibility, all exterior bus lights must be turned on.

Interior lights must be on at all times during line operation
except on expresswaye during night operation, or when the operator
feels it is abeolutely necessary to turn off the lights for a safe
operation. Operators may turn off lights if trip is a deadhead
and designated as such on the manifest.
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28. Backing - Always bring bus to a full stop before attempting (I)
to shift in reverse. ;
Avoid backing a bus whenever prssible. When it is un~
avoidable, take all of these saféty measures first:
1. Take a good look at the area before beginning to back up.
2. Turn on your emergency 4~way flashers.
3. Get someone responsible to stand outside and guide you.
. 4. Position your guide where'you ‘can always see and hear him.
§. If there is no one to guide you, make absolutely sure that
the way is clear and then back up, sounding your horn often
ag a warning.
29. Snow and ice on steps -~ Snow’and ice on the steps is the ()
c;use of many passenger accidantsf. It is the responsibility
of the bus operator to have in hil possegeion a Company issued
scraper and to eclean the steps al?d Platform at the end of each
trip or more fregquently, if necessary, to maintain a safe
condition.

30. Eguipment Trouble Report — The Company needs information (1)

on your vehicle's condition at the end of every workday. This
information is eseential so that identified defects can be
corrected.

If your vehicle is free from «amyw mechanical defects, this
fact must also be reported to the Company.

It ie the responsibil?.ty of each operator to completely
and accurately f£ill out the daily Equipment Trouble Report for
their vehicle. '

This report is to be turned in at the bus entry booth upon
returning the bue to the garage. %This is alsoc an opportunity
for the driver to explain the mechanical defect directly to the
booth attendant, so that this spécific information can aid the
Maintenance Dept. in making the repairs.
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Safety stops :
(a) All buses must come to a full stop and front door {D)

-opened before &1l railroad cros;ings, unless specifically

marked as exempt, as presérihed in the New York State Vehicle
and Traffic Law. The operator is to stop, look, and listen.

(b) A safety stop should be made before descending all ateep (D)
hills and at all safety stops designated in the Centro Boute
Manual, if you have not ma;de 2 complete stop within the last

% mile.

Disabled vehicle =

Breakdown - The operator of any bus which becomes disabled (I}
shall notify the Service éuperviso: by radie or telephone,
giving full information a8 to the nature of. the defect, and
follow instructions. Extra care must be taken in moving any
disabled bus. No puungc’n will be carried while the bus

is being towed. The defect or damage must be recorded on the
Daily Bgquipment Trouble Report.

Emergency warning reflectors - In case of a breakdown or {z) -

accident on public highwaye, reflectors are to be placed at
least 150 feet to the front and rear of the disabled vehicle.
The vehicle must be moved 7 HEf the roadway as much as possible.

Brakes }
Defective - Report imediajtely any defects in the braking (T)

system: all ingtructions i.,‘.ssued by the Maintenance Department
or Radio Supervisor shoulds be followed.

Air pressure indicators - fausel are not to be driven in (z)

service when the wig-wag ihdicator is down:. If the wig-wag
indicator drops or the air; pressure drops below 80 PSI, the bus




26

shall be brought to an immediate safe stop, using the hand
brake if necessary. The bus shall not be moved without
authorization from the Maintenance Department or Service

Supervisor.

34. Horn - The horn shall be sounded before backing and for (1)

EMergency IEasons.

35. Fire
Bus - Upon the first indication that the bus may be on fire, (I)
the operator must stop immediately, open doors, and urge
passengers to leave in & careful manner. Becondly, call in
by radic or phone to report the fire. Finally, attempt to
extinguish the fire, if possible.

Company property - It is the duty and the responeibility of (I)
ezch employee to be conscious of potential fire hagards and
practice fire prevention techniques. If there should happen

te be a fire on the Company property, each employee should do
whatever is possible to protect the property of the Company,
within the limits of personal safety.

36. Reinstruction and disqualificastion - Operatore may be removed
from active service £.v instruction and/or retraining upon the

reguest of Company officials.

Operators may be disqualified from operating on a particular
line, division, or segment of Centro's service if it is found
that the operator cannot perform adegquately in that ares. under

normal conditiens.

e



FARE COFEIC!IOH & FAREBOX PROCEDURES

1. Employees are forbidden to give out transfers or tokens to
anyone who has not paid a fare.

2. No operator shall deliberqtely permit an individual to ride
without depositing a fare or baving shown the Proper pass in
lieu of fare.

3. Fares must be collected from all passengers boarding the bus.

Valid passees and transfers will be accepted as fare.

4. It is the responsibility of the driver to be eure that the
proper fare is deposited. Tﬂis includes checking the validity

of transfers, passes, tokens, and coupons.

S. Operatorsz must not collect by hand any cash or token fare,
but should politely have the passenger deposit the fare in the
farebox. "

6. Operators may assist a han?icapped bassenger to deposit the

fare, but the operatoer should:not go inte the passenger's
pockets, purse, or wallet.

7. If there is any irregular fare collection or disagreement
with the passenger, this shouiﬂ be reported via radio to the
Service Supervisor and his instructions should be followed.

8. When an adult passenger refuses to pay the proper fare or
presents an unacceptable pass:for fare, the bus should be

stopped at the next regular bus stop and the passenger should

be requested to leave. Ro young child should be put off the bue.
If the passenger will mnot 1ea§e, the operator should contact the

Service Supervisor by radio for further instruction,
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9. If a passenger boards with a dollar bill, the driver should (x)
issist the passenger to get change from another passenger. If
thig cannot be done, the operator is to accept the dollar bilil,
1sk the passenger to £ill out the fare discrepancy report, instruct
the passenger that the Company will mail him/her back the change,
and turn the report in at the Operations Department. Operators
are to call into the Service Supervisor via radio reporting this

and make a notation on your manifest.

10. If a passenger insists that you take a dollar bill as partial (I)
payment for two fares, the operator is to immediately call into

the Service Bupervisor via radio reporting this, make a notation

on your manifest, turn in the money to a Service Supervisor at

the end of your work and receive the Supervisor's signature on

your menifest, indicating that the money was turned in.

11. If there is any question regarding our fare policy, please (I)

clarify with a supervisor.

12. All operators are to be familiar with the following proce- {1)
dure when there is a farebox problem:
a) Notify radio operator of farebox problem.

b} Only attempt to clear jam with fingers; no tools or imple-
ments are to be used to clear the throat.

¢) If this fails, radio for further instructions (supervisor
assistance, shift, ete.)

d) When unable te clear jam in the throat, fares should not
be collected by hand; inform boarding passengers of the
problem and ask them to deposit a double fare on next trip.

e) Any farebox damage or farebox problems are to be written
up and reported to the radio operator.
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ENOWLEDGE OF EQUIPMERT

&s & professional operator, you must be familiar with the (D)
mechanical condition of your vehicle and operate it within the
safe limitations of such conditions at all times. To assure
Yourself at the start of each work assignment that Your vehicle
is in good operating condition, you must perform a Pre-trip wvehicle
inspection. If anything unusual ig noticed which may indicate g
posEible or potential mechanical problem, you are to -locate or
identify the cause if possible ang call the SBervice Bupervisor
for instructions.

1. Inspection of equipment - Before leaving the garage or another (I)

location, operators must make the following bus pre-trip inspec-
tion determinations: ‘ '
a} Mechanical
1) Wheel lugs aye tight and rims are in good condition.
2) Tires are in good condition and properly inflated.
3) Exterior . .andg interit;r lights are working properly.

(headlights, directionals, hazards, brake lights & marker
lights? :

4) Horn & burzers are working properly.

8) 0il and water temperature gauge or signal are functioning
Properly.

6) Windshield wipers and washexs .are in acceptable condition,
7) Doors are working properly.

8) Farebox is functioning properly.

9) Steering and brakes are working properly.

10) Air pressure must be at least 100 1bs. before the bus ig
taken out of the garage.

11) Wheelchair 1ift and kneeler, if go equipped, are working
properly.

12) Bxterior rear and side compartment doors should be secured,

13) Interior and exterior mirrors are clean and unbroken.
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b) Appearance
1) Exterior condition must be acceptable. |

2) Interior condition must be acceptably clean so as to make
a positive public impression.

¢) Other

1)} Vehicle Condition Report must be on vehicle.
2) Vehicle is equipped with the proper destination sign.

'3) All emergency equipment is available and in satisfactory
condition. r

4) Vehicle registration is available.

2. Engine - Before starting the engine, the operator shall be {D)

sure that the transmission ie in neutral (park, if so equipped)

and the emergency brake is.on. Hold the starter switch in position

no longer than 15 seconds. wait 10 to 15 seconds pefore making a

second attempt. .
puring warm-up period, air pressure should continue to build up.

po not run vehicle over 1/3 throttle during this warm-up period.

Do not move the bus until pressure is over 100 pounds.
If engine fails to start after a reasonable application of the

starting motor, the radio operator should be notified immediately.

3. overheated engine - Buses shall not be operated when water (1)
temperature gauge or hot engine signal indicates that the engine =
temperature is excessive. The Service Supervisor must be notified

{mmediately via radio and all instructions given by the Service

Supervisor or the Maintenance Department must be followed.

Never attempt to add water to 2 hot engine.

4. Bus idling - A bus should not pe idled for more than five (D)
minutes unless it is necessary for heating or airconditioning for
passenger comfort. Care should be taken not to idle a bus more i

than absolutely necessary-.



31

Prior to pull out - To maintain an acceptable air quality {D)
in the bus storage area, do not idle bus longer than is necessary.

S+ Yentilation, heating, and airconaitionin

' y — Heating and aiz- (D)
conditioning should be used as nesded to maintain an adequate
environment. When heating or airconditioning is being used,

all windows should bs closed. Operators should keep the bus at

a comfortable temperature for the convenience of passengers .

»s. Tires — Care must be exercised to avoid scraping tires or {D}

jumping curbs while pulling into bus stops or making turns.

7. Brakes - You are held completely responsible if an accident (1)
happens because your bus was ‘used with defective brakes. Make
absolutely sure that all brakes are working well, and that air
pressure is at no less than 100 lbs. bsfore ever teking a bus

out of the garage.

The most professional air-braking is done by "feathering®
the brake. gurt by applying the brake with a gradual squeeze
to the most that is needed and then (before vou reach a stand~
still) begin to reduce the pressure until only a small amount
of air pressure is left by the time your bus has completely
stopped.

Always begin to brake early enough to allow for a smooth
~and even stop. Take your ,f.oo_t, off the accelerator and use the
natural "dragging” power of the motor to help stop the bus.

Use your parking brake only for parking or in emergencies.
Then make sure it is oonplete:ly released bafore starting to
drive again. Never use the fuel pedal to hold the bus still
on an uphill incline. '

Never use the rear door interlock systenm as a braking device

under any circumstsnces.
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8. 0il pressure indicators - No engine shall be kept running (1)

if the oil gauge or low oil warning signal indicates a
mechanical problem, unless Maintenance Department approval has
been obtained.

8. Broken axle - In case of broken axle, propeller shaft, or {1}
other rear axle parts, rendering the emergency brake ineffective,
the operator should set his rear door brake and block the

wheels securely before leaving the bus unattended. In most
instances, this can be done by cramping the wheels sharply to

the curb.

l0. Towing - Bus operators are to follo;r the specific instruc- ()
tions issued by Maintenance Department personnel in towing

_situations o
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ACCIDENT PREVENTION (1)

No other form-of transportation makes such continuous demands
upon the individual skill and concentration of an operator as
éuhlienttgnqpc:tgtton. Since you are a profegq}ona} bus operator,
you will have a great responeibility to prevent acecidents for two
reasons. PFirst, the law requires public transportation operators
to use extraordinary care to avoid all kinds of accidents. Second,
public carriers like Centrc have thie additional obligation of
passenger safety. Through defensive driving, all operators can
build more safety into public tramsportation.

Defensive driving can prevent accidents with pedestrians or
other vehicles and accidents involving injury to your passengers.
Here is what defensive driving requires of you.

1. You must operate a vehicle in such manner that you avoid being
involved in an accident or centribute to others being involved in

an accident.

2. You need t6 know and observe all applicable tzaffic rules and

regulations.

3. You should maintain a constant alertness for the illegal acts
and driving errors of other drivers. You must be willing to make
timely adjustments in your own driviug so that such illegal acts

and errors do not affect or involve you.

4. You must intelligently adjust your driving to the special haszards
presented by current or changing conditions ins

2. the mechanical functioning of your vehicle

b. the road surface

¢. the weather




d. the light available
e. the traffic

£. your physical fitness
g. your state of mind

5. You need a thorough knowledge of the rules of right of way,
and be willing to yield to other drivers ragardless of these

rules whenever necessary to avoid an accident.

6. You should have a positive attitude that you can drive
without ever having a preventable accident.

34
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mm FROCEDURE ’ (x)
When you drive defensively, you prevent accidents. Bowever,
if an accident does occur, your responeibility is to insure the
safety and comfort of your passengers and to continue to perforn
your required duties in a professional manner.

The following is a step-by-step procedure which you should

always follow when involved in any accident.

1. Maintain your composure because everyone is counting on your
experience and guidande. Reassure your passcngere that everything

ie under control and that service will be restored as scon as possible.

2. Ascertain the extent of injuries to passengers and damage to the
vehicle. Do not ignore anyone's claim of injury even if you person-
ally disagree with them. Also, do not attempt to move anyone who
appears to be seriously injured, or the injury could become more
serioue. Protect injured pe::'lonl from further injury, such as in
the case of fire. Protect the accident scene with proper safety
equipment - flares & reflectors.

3. Obtain information. Use your Accident Report Facket and .follow
the instructions on each side which summarize the Accident Procedure.
The Accident Report Packet is designed for recording needed infor-

mation at the scene of an accident.

4. Ccall the Operations Center and report to the Dispatcher all the
facts obtained. Follow the Diséatcher's instructiona.

5. The Accident Report Packet contains Courtesy Cards to help you
obtain names, addresses and telephone numbers of all witnesses to

an accident. This includes the occupents of other involved vehicles,
persons on the street, and your passengers. You should try to get

every witness to fill out a Courtesy Card.
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6. Wait for the arrival of the Police, Ambulance requested, and
éentro officials. When a Supervisor arrives on the scene of the
accident, follow his instructions exactly and address any questions
or comments to him/her. Do not leave the accident scene without
permisgion from the Supervisor. Review the accident with the
Supervisor at your earliest opportunity.

7. Make out your report. Use information gathered onm your Accident
Report Packet to £ill out the regquired reports. Reports are required
as soon as possible after the accident so that the details will be
freeh in your memory. Reports should be completed, turned in,

reviewed by supervisor, and approved before the operator leaves the

property.

s s e
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ACCIDENT REPORTING (1)

The following provides you with the basic guidelines for
carrying out the Accident Procedure given.

1. DO NOT argue with anyone about the accident. Make no statements
about the accident EITHER at the sceme OR at any time to anyone
other than the police and authorized representatives of Centro.
Under no circumstances should you discuss the incident with members
of the press, other operators, members of your own family, or any
person who cannot demonstrate that he has authoriszation to question.

DO HOT sign any written statement.

2. Cooperate with the police, BUT ONLY to the necessary extent. bo

not admit fault or volunteer information not requested.

3. NEVER make 'any comment reflecting on the equipment or vehicle
you were operating at the time of the accident. 8uch observations
should be made only to an authorized representative of Centro.

4. To be & witness, a person does not necessarily have to actually
see the accident because a witness is anyone who could conceivably
know ANYTHING about the accident.

5. Never tell a ‘p&rscm claiming injury or damage that he will be
contacted by us. Matters of this acture will be referred to the
insurance company providing the Company with insurance coverage.
Do not give a person the name of any particular individual to ecall,

and do not volunteer any unnecessary information.

6. Never attempt to appraise damages for anyone except an authorized

representative of Centro.
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7. Never attempt to contact any injuted person either directly or
through his family, 'his hospital, or in any other manner. Direct

all qguestionz to your supervisor.

8. The courteous, dignified, pleasant, helpful operator always gets
the most effective witnesses and has fewer difficulties following
an accident. VYour attitude is important because every passenger is

watching you.

»
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HRITTEE REPORTS

Accident Report - A bus Accident Report must be f£illed out (1)
completely and accurately for every accident {however slight)
involving a Centro bus, injuries on a bus, or a pedestrian

accident in which a bus was ‘involved.

Incident Report - A bus Incident Report must be filled out in the (I)
following circumstances:

&) damage to bus other than accident
b} altercations on bus
c} disturbances on bus

d) witness to vehicle accident other than uiéh'E:ntro vehicle
e) sicknese on bus

These reports must be turned in by the end of the workday, or at
the scene of the acecident or incident if reqgquested by the Service
Supervisor.

Appearing before authorities -~ Operators summoned to appear at (1)

the-Police Department, District Attorney's office, or at court
relative to an accident, shall report to the Human Resource
Management Department .or Director of Operations before their
appearance. Under no circumstances should an operator gign x

statement without Centro's attorney being present.

‘Public statements - Bus operators are prohibited from making (1)
aﬂy pﬁhlic statements regarding an accident. Bus operators

should cooperate fully with the proper authorities at the scene

of an accident, but refer all other inguiries to the ranking

supervisor at the scene.
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DISCIPLINARY CODE

1. pPreface

The following disciplinary classifications correspond to
Centro's Rules and Regulations. They wexe developed as & guide

to Centro's operators and supervisory personnel.

The existence of these suggested disciplinary steps in no way
restricts Centro from exercising the flexibility needed to take

account of special circumstances in a given case.

Repeated violation of a number of different rules and regula-
tions will be handled in a fair and consistent manner and will

depend upon the circumstances which prevail.

2. Buggested cOge of Discipline

Discipline
Class Offense

{a} ist Automstic Discharge

{B) lst *0.0.8. & Warning
2nd 0©0.0.8. & 3 to 5 Days & Letter
3rd Discharge

{c) Ist ©.0.8. & Warning
2nd ©O0.0.5. & 1 to 3 Days
3rd 0.0.8. & 3 to 5 Days & Letter
4th Discharge

(D) lst Warning
2nd 1 to 3 Days
3rd 3 to 5 Days & Le'ter
4th Discharge

{E) lst Warning
2nd Warning
3réd 1-to 3 Days ’
4th 3 to 5 Days i Letter
Sth Discharge

{1) 2ll To be determined by circumstances

* out Of Service

The aforementioned days refer to days of disciplinary suspension.
The labor agreement sets forth the actual form of this disciplinary

process.
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