~g™

santacruz METRO

SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO)
FINANCE, BUDGET AND AUDIT STANDING COMMITTEE AGENDA
REGULAR MEETING
FEBRUARY 8, 2019 — 8:00AM
METRO ADMIN OFFICES
110 VERNON STREET
SANTA CRUZ, CA 95060

The Finance, Budget and Audit Standing Committee Meeting Agenda Packet can be found
online at www.SCMTD.com and is available for inspection at Santa Cruz METRO’s
Administrative offices at 110 Vernon Street, Santa Cruz, California.

This document has been created with accessibility in mind. With the exception of certain 3rd
party and other attachments, it passes the Adobe Acrobat Xl Accessibility Full Check. If you
have any questions about the accessibility of this document, please email your inquiry to
accessibility@scmtd.com

Committee recommendations are subject to action and/or change by the Board of Directors.

COMMITTEE ROSTER

Director Trina Coffman-Gomez City of Watsonville

Director John Leopold County of Santa Cruz

Director Donna Lind City of Scotts Valley

Director Cynthia Mathews City of Santa Cruz

Director Mike Rotkin County of Santa Cruz

Alex Clifford METRO CEO/General Manager
Julie Sherman METRO District Counsel

AMERICANS WITH DISABILITIES ACT

METRO does not discriminate on the basis of disability. Any person who requires an
accommodation or an auxiliary aid or service to participate in the meeting, or to access the
agenda and the agenda packet, should contact the Executive Assistant, at 831-426-6080 as
soon as possible in advance of the Committee meeting. Hearing impaired individuals should
call 711 for assistance in contacting Santa Cruz METRO regarding special requirements to
participate in the Committee meeting. For information regarding this agenda or interpretation
services, please call Santa Cruz METRO at 831-426-6080.

MEETING TIME: 8:00AM
NOTE: THE COMMITTEE CHAIR MAY TAKE ITEMS OUT OF ORDER

1 CALL TO ORDER

2 ROLL CALL


http://www.scmtd.com/
mailto:accessibility@scmtd.com

Finance, Budget & Audit Standing Committee Agenda
February 8, 2019
Page 2 of 2

3 ORAL AND WRITTEN COMMUNICATIONS TO THE FINANCE, BUDGET &

AUDIT STANDING COMMITTEE

This time is set aside for Directors and members of the general public to address any
item not on the Agenda, but which is within the matter jurisdiction of the Committee.
Each member of the public appearing at a Committee meeting shall be limited to three
minutes in his or her presentation, unless the Chair, at his or her discretion, permits
further remarks to be made. Any person addressing the Committee may submit written
statements, petitions or other documents to complement his or her presentation. When
addressing the Committee, the individual may, but is not required to, provide his/her
name and address in an audible tone for the record.

4 ADDITIONS OR DELETIONS FROM AGENDA/ADDITIONAL DOCUMENTA-
TION TO SUPPORT EXISTING AGENDA ITEMS

MONTHLY FINANCIAL UPDATE
Angela Aitken, CFO|

UPDATE ON FY20 BUDGET ASSUMPTIONS
Angela Aitken, CFO|

CONSIDERATION OF RECOMMENDATION TO BOARD OF DIRECTORS TO
FUND THE ASSISTANT SAFETY AND TRAINING COORDINATOR POSITION

Ciro Aguirre, COO

=~ o] o1

8 ADJOURNMENT

Pursuant to Section 54954.2(a)(1) of the Government Code of the State of California, this agenda was posted at
least 72 hours in advance of the scheduled meeting at a public place freely accessible to the public 24 hours a day.
The agenda packet and materials related to an item on this Agenda submitted after distribution of the agenda packet are
available for public inspection in the Santa Cruz METRO Administrative Office (110 Vernon Street, Santa Cruz) during
normal business hours. Such documents are also available on the Santa Cruz METRO website at www.scmtd.com
subject to staff’s ability to post the document before the meeting.
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Santa Cruz Metropolitan
Transit District

DATE: February 8, 2019 f j
TO: Finance, Budget & Audit Standing Committee smmacuz METRO

FROM: Anna Marie Gouveia, Operations Manager, Fixed Route Division

SUBJECT. CONSIDERATION OF THE BOARD OF DIRECTORS TO FUND THE

ASSISTANT SAFETY AND TRAINING COORDINATOR POSITION

RECOMMENDED ACTION

That the Finance, Budget and Audit Standing Committee recommend that
the Board of Directors authorize funding the position of Assistant Safety

and Training Coordinator to give urgently needed assistance for the
Training of New Bus Operators and ongoing retraining of current Bus

SUMMARY

e The position of Assistant Safety and Training Coordinator is an authorized
position within Operations which needs to be funded and filled to deliver
ongoing training and certifications of all Transit Bus Operators and
Commercial Licensed Drivers, totaling 220 employees.

e Currently the Safety and Training Coordinator has been handling all aspects
of training without assistance. Meeting the training demands is extremely
challenging for one person and at times impossible, creating additional duties
for Supervisorial Staff.

e The Assistant Safety and Training Coordinator will enable consistent, current
and up to date maintenance of all Commercial Drivers as well as refresher
training for Operators to maintain a current license and safe driving practices.

DISCUSSION/BACKGROUND

An additional Bus Operator Full Time Equivalent (FTE) was approved starting
January 2019, in the FY19 budget year. However, as a result of an Operations
Department Bus Operator staffing level review, it has been determined that it
would be more effective to add an Assistant Safety & Training Coordinator rather
than an additional Bus Operator FTE. Discussions were held with UTU
leadership and they concur.

Operator training is continuous and ongoing. Adding an Assistant Safety and
Training Coordinator to the current Safety and Training Coordinator would be
beneficial to the Santa Cruz Metropolitan Transit District (METRO) and the
community. A well-trained group of Bus Operators is able to safely utilize
equipment, be trained to recognize and avoid hazards, have yearly reminders of
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local, state and federal ADA laws and be retrained to avoid common costly
mistakes through annual classroom transit training as required by the California
Department of Motor Vehicles. There is an extensive and ongoing training
demand for Bus Operator staff including Verification of Transit Training (VTT),
training on new equipment, and new Bus Operator training which involves every
aspect of Bus Operation including, but not limited to, familiarization with routes,
and equipment on ten different types of buses currently in our fleet.

Additional training staff will improve the quality and timeliness of all types of
training, supporting the overall goal of increased retention of quality
employees/Bus Operators. This is particularly important as recent trends suggest
that the newest generation of Bus Operators is not as willing as previous ones to
accept overtime, which puts a further stress on Bus Operator staffing.

The duties of the proposed Assistant Safety and Training Coordinator position
compliment the Safety and Training Coordinator and will ensure better quality
Bus Operators as more time and attention will be given with two trainers.
Additionally, the devoted time of an Assistant Safety and Training Coordinator will
cut back on overtime and deficiencies in supervision when staff is stretched
between working their shifts and assisting with training, as this need is constant.

The recurring training demands are not projected to lessen as METRO will be
acquiring a significant number of new buses over the next few years and will
always be dealing with vacancies created by retirements and staff lost for various
other reasons.

METRO currently has one Safety & Training Coordinator. An Operations
Department of over 150 Bus Operators needs to have more than one Safety and
Training Coordinator. Some similar size peer agencies have a ratio of one trainer
to every 50 Bus Operators.

Prior to 1989, METRO Operations had two bus yards, each with their own Safety
and Training Coordinator, while having approximately the same number of
Operators as today. Additionally, transit supervisor staff, which is instrumental in
operator training, was also essentially double what it is today.

Staff recommends authorizing funding of the Assistant Safety and Training
Coordinator to provide urgently needed assistance for the new and ongoing
training of Bus Operators and unfunding one Fixed Route Bus Operator in FY19
and FY20.

Operations Asst. Safety & Training Coordinator
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V. FINANCIAL CONSIDERATIONS/IMPACT

Funding in the estimated amount of $47,000 was budgeted in FY19 (0.5 Bus
Operator FTE). The Assistant Safety & Training Coordinator position will be
budgeted in FY20 and FY21 for approximately $140K.

V. ALTERNATIVES CONSIDERED

To not fund or fill the position of Assistant Safety and Training Coordinator and
continue with the Safety and Training Coordinator conducting all aspects of
Training and maintaining accurate records and licensing requirements for 220
employees.

e METRO Operations will continue to struggle to keep training up to date and
current, as well as incur overtime costs when deadlines need to be met.

e Deficiencies and delays in training can result in an increase of liable

accidents, customer service complaints, Operator injuries and FTA/DOT
violations.

VI.  ATTACHMENTS

Attachment A: Assistant Safety and Training Coordinator Job Description
Prepared by: Anna Marie Gouveia, Operations Manager, Fixed Route
Division

Operations Asst. Safety & Training Coordinator
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VIl. APPROVALS

Ciro Aguirre, COO ” '//—’-—/)

Approved as to fiscal impact: @IA@;@( m

Angela Aitken, CFO : ; e,

Alex Clifford, CEO/General Manager L %

Operations Asst. Safety & Training Coordinator
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Attachment A

HUMAN RESOURCES DEPARTMENT

il Santa Cruz METRO
FLSA Status: Pending
Assistant Safety and Training Coordinator
Bargaining Unit: PSA
DEFINITION:

Under direction of the Safety and Training Coordinator, the Assistant Safety and Training Coordinator
performs technical and instructional duties related to training and re-training Bus Operators and other
Santa Cruz METRO staff in the proper and safe operation of transit buses and other Santa Cruz METRO
vehicles in accordance with Federal, State and local laws as well Santa Cruz METRO policies, procedures
and labor agreements; assists in the development of curriculum, lesson plans, and training/reference
materials; performs related work as required.

DISTINGUISHING CHARACTERISTICS:

Assistant Safety and Training Coordinator is a supervisory level class in the series. An incumbent in this
class performs a limited range of delivering required training programs for bus operators and other Santa
Cruz METRO staff, performs other technical administrative duties while learning to perform the full scope
of the Safety and Training Coordinator level work. This class is distinguished from the Safety and Training
Coordinator position because an incumbent in the latter class performs the full scope of Safety and
Training Coordinator level of planning, developing, and coordinating the delivery of required training
programs for bus operators and other Santa Cruz METRO staff.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

The duties listed below represent the various types of work that may be performed. The omission of specific
statements of duties does not exclude them if the work is related or a logical assignment to this class.

Plans, coordinates and conducts training and re-training programs for Bus Operators and may
assist in other department trainings;

Maintains, updates, and compiles in accordance with Federal and State mandated bus operator
programs and Santa Cruz METRO policies, procedures, and labor agreements.

Assists with developing of and updating curriculum, lesson plans, training schedules and reference
materials for Bus Operators, Transit Supervisors, and other Santa Cruz METRO employees; as
needed, in conformance with state and federal guidelines and regulations, and with Santa Cruz
METRO policies and procedures;

Provides support to train and coordinate with Transit Supervisors who assist with training and
retraining of Bus Operators and other Santa Cruz METRO employees.

Performs ride checks during new Operator probation periods and in-service checks for veteran
Operators;

Provides retraining of qualified line instructors as needed; acts as the designated examiner in the
testing and certification of Operators.

Assists the Operations Manager with implementing the Department of Motor Vehicles (DMV)
Employer Testing Program, including maintenance of examiner credentials;

Assists with administering the DMV “pull program” by ensuring that all employees meet licensing
requirements.

Coordinates activities with Transit Supervisors who are certified to perform DMV exams; maintain
related records; participates in CHP/DMV and other audits.

1 Assistant Safety and Training Coordinator
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Attachment A

HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

e Maintains accurate training records and documentation, including records of driver training
hours, Verification of Transit Training (VTT) certification, and bus operator training certification.

e Provides input to the evaluation and observes driving skills of new Operators and evaluates

Trainee Operators

Provides recommendations regarding Operator retention based on training information;

Participates in direct observations of Operator skills as required;

Recommends corrective action or re-training as appropriate;

Provides input on the selection of new Bus Operators as requested.

e May performs retraining with fully qualified Bus Operators/Line Instructors as directed or needed.

e Participates in selection of new bus operators.

e Provides period counseling and evaluations.

e Acts as the designated examiner in the testing and certification of Bus Operators.

o Makes recommendations regarding new bus operator retention based on training information.

e Participates in special projects.

e Participates in seminars and workshops as required in relations to the duties and functions of the
position.

e Provides information to employees and the public.

e Operates standard office equipment; utilizes computer software in performing job tasks.

e Drives and Operates Santa Cruz METRO vehicles to perform assignments.

e Performs related work as required

e Responsible for the implementation of ongoing line-instruction program, including selection,
training, and evaluation of the line instructor regarding monetary, grading, reporting, and
program compliance criteria.

e Conducts verification of transit training (VTT) classes as required and provides customized
trainings as required by Operations Manager, Assistant Operations Manager, or Maintenance
Manager.

e Participates in development, revision and update of incident and accident investigation
procedures and safety procedures

e Maintains record of Santa Cruz METRO accidents; prepares summary reports of accidents; and
coordinates the accident review process

e Participates in the planning, organizing, and support of internal and external training activities.

e Provides training in escalated or emergency situations, as assigned.

e Reviews pull-notices and takes appropriate action when required.

e Upon request, provides technical training assistance, pull- notice review for the paratransit
department.

e Enforces Santa Cruz METRO rules, policies, and procedures; applies provisions of Labor
Agreements within the scope of duties.

e May represent Santa Cruz METRO at disciplinary hearing, legal proceedings, and other meetings,
as required

e Underthe direction of the Safety and Training Coordinator, incorporates information into training
curriculum on new equipment, and changes in existing equipment.

e Communicates with orally with and in writing with Operations and other departments and
agencies.

e May serve as a liaison with local emergency responders, such as police and fire, by providing
information and orientation regarding Santa Cruz METRO vehicle fleet, fuels utilized, emergency
access, and other public safety related information.

2 Assistant Safety and Training Coordinator
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Attachment A

HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

May participate in committees and projects teams, may make recommendations related to safety,
training, licensing requirements, accident investigations, and other position related topics as
assigned;

Serves as hazardous materials trainer for the Operations department.

May assist with the development of departmental policies, procedures, programs, and budget on
safety related issues in cooperation with the Safety, Security, and Risk Department.

May assist in conducting surveys of other organizations to compile, and analyze data, prepare
report and perform calculations, as needed.

EMPLOYMENT STANDARDS:
Knowledge of:

Federal, State, and local laws and regulations regarding transit buses, including DMV and Federal
Highway Administration laws pertaining to bus operator training and retraining.

Current teaching theory, methods, and practices, as well as effective curriculum development.
Defensive driving techniques.

Safety and health-related regulations applicable to transit operations.

Modern office practices, procedures, and equipment.

Business correspondence, formatting and report writing.

Manual and automated record-keeping and filing systems.

Methods of maintaining information in digital or hard copy files.

Professional methods of researching, gathering, organizing and reporting data.

Methods of prioritizing, planning and organizing work.

Advanced time management techniques.

Customer service techniques.

Intermediate mathematics including rations, percentages, and intermediate statistics.

Correct English usage, grammar, spelling, punctuation, and vocabulary.

The effective use of modern office equipment, personal computers, and applicable standard
business software; including audio/visual equipment.

Basic mechanical features of transit buses.

Safety and heath related regulations.

Motivate, train and evaluate staff

Develop and write plans, procedures, reports, forms and test.

Conduct field investigations to identify patterns and problems in areas and make
recommendations.

Principles of supervision, training, and employee development.

Procedures of operator’s evaluation, counseling and discipline.

Ability to:

Provide transit bus operator training in accordance with Federal, State, and local laws as well as
Santa Cruz METRO policies, procedures, and labor agreements.

Read, review and apply laws, regulations and labor contract provisions.

Instruct others in the safe operation of Santa Cruz METRO vehicles and adapt training procedures
to the needs of the individual.

Develop and write plans, procedures, reports, forms, and tests.

Adhere to established work schedules and timelines.

3 Assistant Safety and Training Coordinator
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Attachment A

HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

e Work independently using good judgment, tact, and discretion.

e Balance multiple assignments simultaneously and effectively.

o  Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

e Maintain confidentiality of materials, records, files, and other privileged information.

e Communicate clearly and effectively in both oral and written form.

e Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

e Assist in the development of course curriculum and lesson plans.

e Assist in the development and presentation of customized training.

MINIMUM QUALIFICATIONS:

Any combination of experience and education that would likely provide the required knowledge and
abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education, Training and Experience:

Two (2) years course work from an accredited college.

Additional directly related experience beyond the minimum requirements may be substituted for the
required education based on the ration of one and a half (1.5) years of experience for each one (1) year
of experience for each one (1) year of education.

AND

One (1) year of experience developing and presenting driver safety and training programs, preferably with
a public bus transportation system.

OR

Three (3) years of experience as a transit supervisor for a medium to a large agency providing bus
transportation, including responsibility for driver training and VTT training.

LICENSES AND CERTIFICATES:

A valid California Class “B” Commercial Driver’s License with a “P” passenger endorsement will be
required at the time of appointment and throughout employment.

AND

Verification of Transit Training (VTT), and an acceptable safe driving record/history is required at the time
of appointment.

AND

Possession of a California State Bus Driver Training Instructor Certificate from the Department of
Education at time of appointment.

4 Assistant Safety and Training Coordinator
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HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

Upon hire, an employee will be required to successfully complete the Department of Transportation (DOT)
transit instruction course.

OR
Possession of a Department of Transportation Instructor Credential to teach VTT classes at the time of
appointment.

SPECIAL REQUIREMENTS:
e Driving record will be reviewed as part of the application process and throughout employment.

PHYSICAL AND MENTAL DEMANDS:

The physical and mental demands described here are representative of those that must be met by
employees to successfully perform the essential functions of this class. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

Physical Demands

While performing the duties of this job, the employee is regularly required to sit, walk, climb, bend, kneel,
and stand; talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach
with hands and arms; and perform repetitive movements of hands or wrists. The employee is regularly
required to bend and twist at the neck and occasionally reach overhead. Work may require lifting up to
50 pounds unaided. Specific visual abilities required for this job include close vision, distance vision, the
ability to see colors and shades, and the ability to perceive depth.

Mental Demands

While performing the duties of this job, an employee uses written and oral communication skills; reads
and interprets data, information and documents; solves problems; uses math and mathematical
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others
encountered in the course of work.

Work Environment:

The employee typically works in an office environment where the noise level is quiet. The employee
frequently works in a field environment with potential exposure to varied weather conditions, dust,
fumes, and hazardous materials and where the noise level is loud.

OTHER CONDITIONS OF EMPLOYMENT:

e Must pass requisite background check.

e This position is considered a safety sensitive position and requires participation in Santa Cruz
METRQO’s drug and alcohol testing program.

e May occasionally work extended hours or hours outside of regular schedule.

*Adopted: 12-11-18

*BOD Approved: 00-00-00

*Revised: 00-00-00

*Job Family: Administrative Technical
*Job Series: Safety and Training

*)Job Series Level: Supervisor
*Confidential: No
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