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PERSONNEL POLICIES 

 
 
 

As you may be aware, a policy is a broad statement that reflects an organization’s philosophy or 
standard concerning a particular management practice. 
 
The policies contained in this Manual represent the organizational standards that have been 
reviewed and approved by the Board of Trustees. The Board of Trustees is the only Authority 
entity that can approve or rescind a policy.  The Board of Trustees passed the policies herein 
contained on August 21, 2001 and amended them on May 21, 2002, November 15, 2005 and 
September 17, 2013. 
 
These policies establish the standards of our organization as they relate to personnel 
management of the Authority and assist us in complying with many complex federal and state 
laws and regulations that affect the human resources administration. 
 
If you have any questions regarding these policies, you should feel free to talk initially with your 
supervisor.  If you or your supervisor has questions or need additional clarification, please 
contact the Human Resources Department. 
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Section 100 – Introduction 
 
 
 
100.01  DISCLAIMER 
 
The policies set forth and adopted within this Manual supersede previous written and unwritten 
Greater Cleveland Regional Transit Authority (“GCRTA” or “Authority”) personnel policies.  In 
the event of a conflict between the policies and procedures set forth in this Manual and the 
provisions set forth in the Authority’s Collective Bargaining Agreements that exist between the 
GCRTA and the Fraternal Order of Police (FOP) and Amalgamated Transit Union (ATU) 
respectively, the provisions set forth in the Collective Bargaining Agreements shall prevail for 
those employees covered under such agreements.  In the event of any conflict between the 
GCRTA Bylaws and the policies set forth in this Manual, the Bylaws shall prevail. 
 
This Manual covers only those policies relating to personnel management. The policies in this 
Manual are not intended to replace other operating manual policies issued to direct, organize, or 
implement specific business operations. 
 
The policies and procedures in this Manual are not intended to be and shall not be considered 
contractual commitments of any kind by the Authority.  They are intended to be guidelines to 
managers. The Authority expressly reserves the right to modify, suspend, revoke, change or 
supplement these policies at any time and issue new policies that are in the interest of the 
Authority.  No policy is intended as a guarantee of continuity of benefits or rights.  All non- 
bargaining employees at GCRTA are at will, and may be terminated with or without cause. 
 
In the event of any conflicts between applicable federal, state or local laws, rules and regulations 
applicable to the GCRTA, the federal, state and local laws, rules and regulations shall prevail. 
 

 
 

100.02  CODE OF ETHICS 
 
The Greater Cleveland Regional Transit Authority Code of Ethics adopted by the Board of 
Trustees on March 6, 1990 is applicable to all employees.  The Code prescribes essential 
restrictions against conflicts of interest and other conduct not consistent with good ethical 
practices. 
 
Employees shall not engage in any outside enterprise, be involved in any activities or 
employment which is detrimental to the operation of the Authority, or which create a conflict of 
interest or the appearance of impropriety. 
 
The primary responsibility of an Authority employee is the performance of the duties of his or her 
position with the Authority.  An employee’s behavior must be above reproach. 
 
Employees are not to use Authority facilities for an outside business purpose or conduct outside 
business while on duty or on Authority property or in an Authority vehicle or uniform. 
 
Employees are not to have any kind of financial interest in any Authority contract, sale or 
transaction, or allow family members to bid on Authority property sold at public auction. 
 
Employees who come in contact with vendors or representatives of businesses who solicit 
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service contracts from the Authority shall not solicit or accept gratuities, favors, or anything of 
monetary value from contractors, consultants, vendors, or other representatives. 
 
Any employee having doubt as to the applicability of a provision of the Code to a particular 
situation should consult his or her department director.  Violations of the Code constitute a cause 
for disciplinary action up to and including termination. 
 

 
 

100.03  POLITICAL ACTIVITY 
 
Employees are prohibited from engaging in partisan political activities which may interfere with 
various regulations governing agencies with programs financed by Federal grants. These 
activities include a candidacy for public office in a partisan election, using official authority or 
influence for the purpose of interfering with or affecting the results of an election or a nomination 
for office and directly or indirectly soliciting contributions from subordinates in support of a 
political party or candidate. 
 
Authority employees may be a candidate for public office in a non-partisan election, campaign 
for and hold elective office in political clubs and organizations and campaign for candidates for 
public office in political fund-raising functions, provided that these activities are not conducted on 
Authority property and do not interfere with the employment activity of the employee or interfere 
in any way with related Authority activities. 
 
The CEO/General Manager may, at his or her discretion, review the political activities of any 
Authority employee. When these activities are found to interfere or to be incompatible with 
Authority employment and present a conflict of interest, the CEO/General Manager shall limit or 
request the employee to terminate such activities. 
 

 
 

100.04  EMPLOYEE RESPONSIBILITY FOR GCRTA PROPERTY 
 
GCRTA property and facilities are public property purchased with public funds and are intended 
solely for use in furtherance of the Authority’s operations.  No GCRTA employee is authorized to 
lend, borrow, take, use, sell, or otherwise dispose of GCRTA property or facilities for personal or 
private benefit or gain. GCRTA property or facilities include but are not limited to: all equipment, 
both revenue and non-revenue; tools; machinery; materials and supplies, office supplies; 
furniture; computers; fax machines; copy machines; phones; offices; mail room and mail 
services; electronic devices such as cell phones, iPads, pagers, etc., and scrapped items. 
 
Any employee found loaning, borrowing, taking, or using GCRTA property, equipment, or 
facilities for his/her own personal or other private use, and any employee found misappropriating 
or misusing GCRTA property, will be subject to disciplinary action, up to and including 
termination. 
 

 
 

100.05  EMPLOYEE COMMUNICATIONS WITH THE MEDIA 

 
Any media request of an employee (e.g. on-camera interview or interview by a newspaper 
reporter) shall be referred to the Office of Media Relations for an official response. 
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Section 200 – Equal Employment Opportunity 
 
 
 

200.01  EQUAL OPPORTUNITY/AFFIRMATIVE ACTION 
 
The Authority’s program for equal employment opportunity is the written commitment to ensure 
equality of opportunity in its own employment practices as well as for its vendors, contractors 
and suppliers. 
 
Specifically, it is the policy of the Authority that all terms and conditions of employment, 
including, but not necessarily limited to, recruitment, appointments, promotion, compensation, 
benefits, transfers, training, and educational opportunities, will be administered without regard to 
race, color, religion, sex, national origin or ancestry, age, or disability, provided said disability 
does not inhibit essential job performance.  Further, it is the Authority’s intent to comply with 
appropriate Federal and State laws, rules and regulations pertaining to the treatment of 
minorities, women, disabled persons, and Vietnam-era veterans in all facets of the Authority’s 
activities. 
 
Direct responsibility for development and implementation of the Authority’s Equal Opportunity 
Program lies with the Deputy General Manager, Legal Affairs, who reports to the CEO, General 
Manager/Secretary-Treasurer.  However, all administrative personnel and supervisors are 
expected to cooperate in this effort, and their performance relative to ensuring equal 
employment opportunity will be evaluated just as their performance is in other areas of 
responsibility. 
 
 
200.02  NON-HARASSMENT & RETALIATION 
 
GCRTA is committed to providing a professional work environment free from all forms of 
discrimination and conduct that can be considered harassing, coercive or disruptive.  GCRTA 
will not tolerate any form of harassment in the workplace, including acts by or on non- 
employees. 
 
All GCRTA employees are expected to avoid any behavior or conduct toward any other 
employee that could be interpreted as unlawful harassment. The use by employees of 
disparaging or insulting references due to age, race, gender, color, creed, sex or physical 
impairment is prohibited.  Such comments will be considered injurious to the well-being of 
affected employees and disparaging to all employees in our workforce. Disciplinary action, up to 
and including discharge, may be taken against any and all employees engaging in unlawful 
harassment. 
 
It is the policy of GCRTA that employees who, in good faith, report violations of this policy or any 
of GCRTA’s Equal Employment Opportunity (EEO) policies will not be the subject of reprisals or 
other punishment as a consequence of reporting the violation. 
 
All management and/or supervisory personnel shall notify the Authority’s Office of Equal 
Opportunity immediately upon becoming aware of unlawful harassment or discrimination. 
 
Employees should contact the Office of Equal Opportunity if they have any questions related to 
harassment and/or discrimination or wish to confidentially discuss a situation related to 
harassment and/or discrimination. The Office of Equal Opportunity will formally investigate all 
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allegations. 
 
 
200.03  WORKPLACE & SEXUAL HARASSMENT 
 
Federal and State laws prohibit employers from discriminating against employees because of 
race, color, religion, sex, national origin, disability, age, or ancestry.  No employee is to be 
retaliated against for filing a complaint based on a belief that they have been discriminated 
against or harassed in some manner. 
 
It is the policy of the Greater Cleveland Regional Transit Authority that sexual harassment in the 
workplace is unacceptable and will not be tolerated. 
 
To help clarify what sexual harassment is, the Federal Equal Employment Opportunity 
Commission has issued guidelines on the subject. Those guidelines state that unwelcome 
sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature will constitute sexual harassment when: 
 
(1)  Submission to sexual conduct is an explicit or implicit term or condition of an individual’s 
employment; 
 
(2)  Submission to or rejection of sexual conduct by an individual is the basis for any 
employment decision affecting that individual; or 
 
(3)  Sexual advances, requests for sexual favors or other verbal or physical conduct of a sexual 
nature has the purpose or effect of unreasonably interfering with an individual’s work 
performance or creates an intimidating, hostile or offensive working environment.  
 
Sexual harassment can be committed by a person of either sex against a person of the opposite 
or same sex, can occur in any workplace relationship and can occur during or outside of work 
hours.  Sexual harassment can include, but is not limited to, sexually oriented jokes or 
comments and verbal “kidding” or “teasing”, gender biased comments, subtle pressure for 
sexual activity, physical contact such as patting, pinching or brushing against another’s body, 
and sexually explicit or suggestive posters, calendars electronic communications, or other 
publications in the workplace. 
 
The Authority will not tolerate any form of sexual harassment or gender discrimination in the 
workplace, including acts of non-employees.  Disciplinary action shall be taken promptly against 
any and all employees, including all employees with supervisory responsibilities, engaging in 
sexual harassment and/or gender discrimination. 
 
All employees of the Authority (management and non-management) are expected to avoid any 
behavior or conduct toward any other employee that could be interpreted as sexual harassment 
and/or gender discrimination. 
 
All management and/or supervisory personnel shall notify the Authority’s Office of Equal 
Opportunity immediately upon becoming aware of sexual harassment or gender discrimination. 
 
Employees should contact the Office of Equal Opportunity if they have any questions related to 
sexual harassment and/or gender discrimination or wish to confidentially discuss a situation 
related to sexual harassment and/or gender discrimination. The Office of Equal Opportunity will 
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formally investigate all allegations. 
 
 
200.04  AMERICANS WITH DISABILITIES ACT 
 
The Americans with Disabilities Act Amendments Act of 2008 (ADAAA), Americans with 
Disabilities Act (ADA) of 1990, and the Rehabilitation Act of 1973 prohibit discrimination against 
a qualified individual with a disability in regards to terms, conditions and privileges of 
employment. The prohibition covers all aspects of the employment process, including but not 
limited to, application, testing, hiring, evaluation, training, promotion, termination and benefits. 
 
The Authority will provide reasonable accommodations to any qualified applicant or employee 
with a disability unless the accommodation would impose an undue hardship on the Authority.  A 
reasonable accommodation is any modification or adjustment to a job, an employment practice 
or the work environment that makes it possible for an individual with a disability to enjoy equal 
employment opportunity. 
 
Generally, it is the responsibility of the individual with a disability to inform the Authority that an 
accommodation is needed.  In compliance with the Americans with Disabilities Act, an employee 
can request accommodation through the Office of Equal Opportunity.  Requests for 
accommodation will be considered in light of the legal standards set forth in the ADA and 
ADAAA, as well as all other applicable laws and statutes. 
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Section 300 – Employment & Separation 
 
 
 

300.01 EMPLOYMENT AT WILL 

 
Employment at GCRTA for all non-bargaining employees is at-will.  That is, either you or the 
Authority may terminate the employment relationship at any time, with or without cause.  The 
at-will relationship remains in full force and effect notwithstanding any statement to the contrary 
made by company employees or set forth in any documents. 
 
 
300.02 EMPLOYEE SELECTION 

 
It is the policy of the Authority to fill positions with the most qualified applicants internally and 
externally. 
 

 
 
300.03 EMPLOYMENT OF RELATIVES 
 
The Authority extends equal consideration to all applicants and candidates for employment. 
Neither positive nor negative weight shall be considered when a relationship exists with another 
Authority employee.  For this policy, “relationship” includes members of the employee’s 
immediate family. 
 
To preclude actual favoritism or the appearance of favoritism in the employment relationship, no 
employee shall take any part in the selection process for a position for which a relative is an 
applicant.  Employees shall not be assigned to a position where the employee shall be working 
for a member of the immediate family at any time of supervision.  Employees shall not work in a 
position where relatives are in the fiduciary chain of approval for accounting of property or 
expending money. 
 
For purposes of this policy,  “immediate family” shall mean spouse, children, parents, 
grandparents, brothers, sisters, grandchildren or any person related by blood or marriage, or 
relative residing in the same household. 
 

 
 
300.04 EMPLOYMENT ELIGIBILITY VERIFICATION 

 
In accordance with the Immigration Reform and Control Act of 1986, the Authority is committed 
to employ only United States citizens and aliens lawfully authorized to work in the United States. 
 

 
 
300.05 RELOCATION ASSISTANCE 

 
It is the policy of the Greater Cleveland Regional Transit Authority to provide equitable 
reimbursement of relocation expenses to newly hired management and professional employees 
hired from outside the Greater Cleveland area. 
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This policy is established pursuant to Ohio R.C. 306.31, 306.34 and 306.35, and Article II, 
Section 8, Article IV, Sections 1, 3 and 8 and Article VIII, Sections 1, 4 and 7 of the Bylaws of 
the Authority. 
 
To be eligible for relocation assistance, a new employee must meet the guidelines established 
by the Internal Revenue Service for the deduction of moving expenses on annual income taxes. 
Applicable taxes will be deducted from the employee’s wages for any reimbursement made by 
the Authority that are not entitled to deduction based on the Internal Revenue Service Code. 
The position for the new employee must be at least Grade 28 or above under the Authority’s job 
classification system in order to qualify for relocation expense payment. 
 
The CEO/General Manager may, in special circumstances, negotiate relocation assistance for 
perspective employees in a lower grade classification. 
 
The Authority will pay for moving the new employee’s household goods to a new residence in 
the Greater Cleveland area within a radius of 50 miles of downtown Cleveland, including 
packaging and crating expense, all transportation charges and reasonable insurance for 
household goods charges. 
 

 
 

300.06 REDUCTION IN WORKFORCE 
 
The CEO/General Manager is responsible for ensuring the efficient management and financial 
well-being of the Authority.  Accordingly, the CEO/General Manager is authorized to recommend 
and/or initiate a reduction in force. 
 
A reduction in force means a permanent loss of employment due to a layoff from the position 
held by an employee or the abolishment of a position held by an employee. 
 
The CEO/General Manager or his/ her designee shall execute the necessary actions in the 
implementation of this policy that are related to non-bargaining personnel practices. 
 

 
300.07 WORKFORCE ACCOMMODATION 
 
As a part of its vision to provide outstanding transit services and make an important contribution 
to the community, the Authority is committed to its employees. We strive to create a culture that 
encourages employees to actively engage in process improvements and perform at their highest 
capacity.  As our vision becomes our way of doing business at the Authority, implementing 
process improvements will change our organization’s structure. In the event job duties are 
eliminated as a result of process improvements or new technology, the Authority is committed to 
making its best efforts to provide continued employment for affected employees. These 
employees are expected to be partners with the Authority in developing new skills and 
performing new job duties. 
 
This policy is not intended to address the needs of employees with performance deficiencies or 
to apply to any reduction in workforce or realignment due to adverse economic conditions. 
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300.08 TRANSITIONAL/ALTERNATIVE WORK 
 
A transitional/alternative work placement program may be offered to all full-time employees who 
may become disabled during employment with the Authority.  Transitional work is temporary 
work tasks that fit the parameters of ability as determined by the employee’s medical condition. 
Alternative work is the placement of a disabled employee in a new job classification due to 
permanent medical restrictions. 
 

 
 
300.09 PRE-TERMINATION MEETING 
 
In an effort to be fair and impartial when a non-probationary employee or an employee that has 
completed their orientation period is involved in misconduct that may result in termination, the 
employee may present information relative to the alleged misconduct at a pre-termination 
meeting.  Management will hold this meeting prior to the issuance of any action that may result 
in termination. 
 
Please contact the Labor and Employees Relations Department if you have any questions on 
conducting a pre-termination meeting. 
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Section 400 – Compensation & Benefits 
 
 
 
A. Employee Compensation 

 
 
400.01 WORK WEEK AND HOURS 

 
The normal work week for full-time non-bargaining non-exempt Authority employees is 40 hours, 
generally five days per week, eight hours per day with a lunch period of uniform duration 
established by the department director. Lunch periods are unpaid and employees should be 
relieved from duty during this time. 
 
A Flextime program allows an employee to choose, within specified limits, the daily hours of 
work preferred. Thus, employees in a particular department or section may have different 
starting and finishing times, but will work the same required number of hours per week. 
 
A department head shall not approve flextime for employees in any department where it is 
determined that the normal operation of the Authority cannot be maintained. 
 
 
 
400.02 COMPENSATION 
 
Compensation practices shall comply with sound personnel management principles. Efforts shall 
be made to compensate employees fairly and equitably in accordance with applicable laws and 
regulations.  Employees subject to collective bargaining agreements shall be compensated in 
accordance with the terms and conditions of those agreements. 
 
In accordance with Article IV, Section 2 of the Greater Cleveland Regional Transit Authority 
Bylaws, the Board will set pay ranges for each grade of classified positions, as well as the pay 
ranges for all unclassified positions, subject to any legal or contractual limitation. The pay 
ranges will include both minimum and maximum compensation for each grade of classified 
positions and each unclassified position, with the maximum compensation for each being not 
less than 150 percent of the minimum. The CEO, General Manager/Secretary-Treasurer will 
determine the compensation of each individual employee within the pay range determined by 
the Board for that grade or position. 
 
Any employee promoted to a higher classification shall advance to the pay range designated for 
the classification at a rate within the range that reflects internal equity and/or market 
competitiveness as determined by the CEO, General Manager/Secretary-Treasurer. 
 
If a new position is established, the Director of Human Resources shall develop a job description 
and job title, evaluate the position to designate the appropriate grade level and pay range, and 
assign a classification number. 
 
 
400.03  PAYROLL CHECKS 
 
The anticipated annual salary received by an exempt employee, as defined by FLSA, is divided 
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into twenty-six equal parts.  Exempt employees will receive the same, predetermined weekly 
salary for each week in which work is performed in accord with state and federal law.  Payroll 
checks, therefore, cover a full two-week period, starting on Sunday morning of the first week and 
terminating on Saturday of the second week. Non-exempt employees will be paid their regular 
rate of pay for all hours up to 40 worked in each seven-day work period and time and a half their 
regular rate for overtime hours worked thereafter. 
 
The GCRTA utilizes a direct deposit program and all employees are encouraged to avail 
themselves of this service. 
 
 
400.04 PAYROLL DEDUCTIONS 
 
There are two types of payroll deductions that the Authority shall be authorized to make from 
employee wages: 
 
(a) Mandatory: Mandatory payroll deductions are made for Federal, State and local 
withholding taxes; the Public Employees Retirement System (PERS); and all court-mandated 
deductions.  Social Security tax is deducted for Medicare for employees hired after April 1, 1986. 
 
(b) Voluntary: Employees may authorize deductions from wages for such items as 
hospitalization insurance, life insurance, U.S. Savings Bonds, charity choice contributions, 
agency fee/union dues, credit union deductions, and deferred compensation contributions 
For those employees subject to withholding payments mandated by the Court or the Child 
Support Enforcement Agency (CSEA), the Authority is mandated by law to notify the Court or 
CSEA of any lump sum payment of one hundred fifty dollars ($150.00) or more. The Authority is 
further mandated by law to hold said lump sum payment for thirty (30) days after the payment 
date and upon order of the Court or CSEA, to pay any specified amount of the lump sum 
payment to the Division of Child Support. 
 
The GCRTA may otherwise deduct money from an exempt employee’s salary for full day 
absences for personal reasons or as otherwise permitted by applicable federal and state law. 
 

 
 

400.05 OVERTIME 
 
Overtime is defined as hours worked beyond the normal work week.  In accordance with the Fair 
Labor Standards Act, positions are classified as exempt or non-exempt from the wage and hour 
provisions based on the nature of the duties.  Non-exempt positions are subject to a minimum 
wage and time and one-half rates of pay for hours worked beyond 40 in one week. Typically, 
this includes clerical, technical, and unskilled positions.  Exempt positions are not subject to the 
wage and hour provisions if the nature of the duties meets defined criteria. Typically, this 
includes executive, administrative, and professional positions.  For those employees designated 
as eligible for overtime (non-exempt), additional time worked beyond the normal work week 
must be authorized by the immediate supervisor and approved by the department director. 
Employees will be paid for all hours actually worked, but employees who work overtime without 
prior authorization may be subject to disciplinary action. 
 
For purposes of this section, the number of hours worked shall be deemed to include only hours 
actually worked. 
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Supervisors shall not authorize work in excess of 40 hours for non-exempt employees unless an 
appropriation in the department budget is available for payment. 
 
In lieu of overtime payment and for non-bargaining employees, a supervisor and a non-exempt 
employee may agree in advance to accrue compensatory time on a time and one-half basis.  At 
no time will any non-exempt employee accrue more than 40 hours of compensatory time. 
Accrued compensatory time off may be granted to the employee by his or her supervisor at a 
mutually convenient time. 
 
Payment for accrued compensatory time not used upon termination of employment shall be 
calculated at the average regular rate of pay for the final three years of employment, or the final 
regular rate received by the employee, whichever is higher. 
 
Employees in exempt positions, as defined in the Fair Labor Standards Act, will not receive 
compensation, either by payment of overtime or by compensatory time off, for additional time 
worked beyond the normal work week, except as stated in the Call-Out Policy. 
 
 
400.06  CALL-OUT FOR EXEMPT EMPLOYEES 
 
The salaries of exempt employees are based on compensation for performance of a job rather 
than performance on a time basis.  In general, it is expected that an exempt employee will work 
overtime, when requested, without additional compensation in order to accomplish a specific 
assignment.  However, it is recognized that business circumstances can arise which create a 
need for an employee to be called out in response to an emergency or other unusual or special 
circumstance. When such situations occur, eligible employees may receive call-out 
compensation. 
 
 
400.07  TEMPORARY SALARY ADJUSTMENT 
 
For non-bargaining employees, a temporary work-level adjustment shall be paid when an 
employee in a lower classification is required to work in a classification assigned to a higher pay 
grade or salary range. When a non-bargaining employee is assigned and is working in a 
temporarily vacant classification in a higher salary grade, for more than thirty (30) calendar days, 
the Authority will increase the employee’s current base salary by 10%, or up to the salary range 
minimum of the temporarily vacant position, whichever is greater, for the duration of the 
assignment.  If it is necessary to pay more than the 10% or salary range minimum, the CEO, 
General Manager/Secretary-Treasurer may establish the amount, based on market and other 
applicable conditions.  The temporary salary adjustment will be effective the first day following 
30 continuous calendar days in the assignment and will be retroactive to the first official day in 
the temporary assignment. 
 
A temporary work level adjustment shall not be paid for more than six pay periods unless 
approved by the CEO, General Manager/Secretary-Treasurer. 
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B. Employee Benefits 
 
 
400.08 HEALTHCARE COVERAGE 
 
Healthcare benefits are available to all full-time Authority employees.  Healthcare plans include 
medical, dental, vision, and life insurance coverage. These plans are provided by a number of 
insurance providers.  Employees have an opportunity to select a plan that meets the medical 
needs of the employee and the employee’s family where applicable.  In the event that two 
GCRTA employees are married to one another, one of the employees must select family 
medical, dental, and vision coverage. In this instance, single coverage for medical, dental, and 
vision is prohibited. 
 
Non-bargaining employees may enroll annually during the open enrollment period.  Coverage 
for new non-bargaining employees commences at the beginning of the month following the 
effective date of employment. 
 
 
400.09  PRIOR SERVICE CREDIT 
 
A person employed by the Authority who is eligible under Ohio Revised Code (O.R.C.) 9.44 
shall have his or her prior service credit with a state or county agency and/or political subdivision 
within the state of Ohio counted for purposes of computing the accrual rate of vacation leave.  
For purposes of determining eligibility, the employee is responsible for obtaining written 
verification of the length of his or her service from the agency or municipality of former 
employment and to verify the completeness and accuracy of same. Prior service credit will be 
granted in one-year increments for a minimum of one or more years of employment with the 
former agency or political subdivision.  This information shall then be submitted to the Human 
Resources Department. Employees requesting prior service credit from institutions and 
authorities not within the scope of the O.R.C. are subject to the approval of the CEO/General 
Manager on a case-by-case basis. 
 
Employees must meet the minimum vacation eligibility requirements to use earned hours, 
including those from prior service credit. 
 
Questions concerning Prior Service Credit eligibility should be addressed to the Benefits Section 
of the Human Resources Department. 
 
 
400.10 PUBLIC EMPLOYEES RETIREMENT SYSTEM (OPERS) 
 
All employees of the Authority are required by State law to participate in the Ohio Public 
Employees Retirement System (OPERS).  Employees hired after June 30, 1986, will be subject 
to the mandatory percentage of Medicare Tax.  All OPERS contributions and Medicare tax 
withholding will be automatically deducted from the employees’ wages. 
 
OPERS PICK-UP PLAN: 
Internal Revenue Service Law makes it possible for an employer to pay (pick-up) employee 
contributions for members of OPERS. This is a technique that enables employers to designate 
employee contributions picked up by the employer as employer contributions. 
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The Federal Law states that employer contributions to a qualified pension plan are non-taxable 
to the employee until such time as the contributions are received as a refund or as retirement 
benefits. 
 
 
400.11  WORKERS’ COMPENSATION 
 
Ohio worker’s compensation laws cover Authority employees.  If an employee suffers a job- 
related injury or illness while employed by the Authority the employee may qualify for benefits 
through workers’ compensation.  Employees cannot, however, receive workers’ compensation 
and salary continuation or other paid time off benefits at the same time. 
 
Should the employee suffer a job-related illness or injury that meets the requirements of Ohio 
workers’ compensation laws, the employee will be eligible for reasonable medical, surgical, and 
hospital, medication and equipment expenses required for treatment. There is a death benefit 
payable to beneficiaries of employees whose death is the direct result of a job-related accident 
or illness. 
 
Compensation is paid according to the laws in effect as of the date of the work-related injury, 
disability or death. 
 
 
400.12  UNEMPLOYMENT COMPENSATION 
 
Under Ohio law, when an Authority employee is laid off for lack of work or is otherwise 
separated from employment, the employee may be eligible for unemployment compensation. 
Such eligibility shall be determined solely by the Ohio Department of Job and Family Services 
(ODJFS). To determine eligibility an application must be filed with ODJFS. 
 
The Labor and Employee Relations Department or its vendor will provide employee separation 
information to ODJFS. The Labor and Employee Relations Department may appeal an ODJFS 
benefit eligibility determination. 
 
 
400.13  TUITION REIMBURSEMENT 

 
Ongoing employment development is an important element in providing the best transit service 
to the citizens of the Greater Cleveland area. This includes the enhancement of existing internal 
employee development and training programs. 
 
The Tuition Reimbursement Program (TRP) shall be available to all Greater Cleveland Regional 
Transit Authority employees. 
 
 
400.14  PROFESSIONAL SOCIETY MEMBERSHIP 
 
The Authority encourages those employees who are employed in a professional capacity and 
who provide professional services to the Authority to become members of and participate in 
professional societies. To the extent that the Authority is legally permitted to do so, the Authority 
will reimburse payment of dues, licensure, registration, and/or membership fees in professional 
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organizations for individual staff members upon prior approval by the employee’s 
Deputy General Manager. 
 
Payment for professional dues, licensure, registration and/or memberships shall not exceed Five 
Hundred Dollars ($500.00) per employee annually and shall be reimbursed to the employee 
upon submission of proof of payment by the employee. 
 
This policy shall be applicable to those employees whose job descriptions require that they are 
licensed or registered by the State of Ohio or others whose membership in such organizations is 
work-related and in the best interests of the Authority, as determined by the Deputy General 
Manager of Human Resources and the CEO/General Manager. 
 
 
400.15  SERVICE RECOGNITION PROGRAM 
 
To commemorate an employee’s anniversary date with a token of thanks for their service and 
commitment to the Authority, the Greater Cleveland Regional Transit Authority presents 
distinctive graduating lapel pins to its employees for years of service at five year increments (5, 
10, 15, 20, 25, 30, 35 and 40). 
 
 
400.16  LONGEVITY 
 
Full-time employees hired prior to September 20, 2000 are eligible to receive an annual 
longevity (bonus) payment. 
 
1.  Employees who have completed five (5) years, but less than ten (10) years of continuous 

service before December 1:  $300 paid annually. 
 
2.  Employees who have completed five (10) years, but less than ten (20) years of continuous 

service before December 1:  $500 paid annually. 
 
3.  Employees who have completed twenty (20) years of continuous service or more before 

December 1:  $700 paid annually. 
 

You must be in active pay status as of December 1st to be eligible for a longevity payment; 
however if an employee retires or dies prior to December 1 he/she may be eligible to receive a 
pro-rated longevity payment. 
 
 
400.17  HOUSING ALLOWANCE 
 
It is the policy of the Greater Cleveland Regional Transit Authority to permit the General 
Manager, Secretary-Treasurer to negotiate a Housing Allowance for newly hired professionals 
and managerial exempt salaried employees who reside outside the Cleveland area and are 
subject to an employment contract or memorandum of employment with the Authority. 
 
This policy is established pursuant to Ohio Revised Code §§ 306.31, 306.34 and 306.35 and 
Article II, Article IV, and Article VII of the Bylaws of the Authority. To be eligible for a monthly 
allowance, the position for the new employee must be at least Grade 28 or above according to 
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the Authority’s job classification system in order to qualify for a Housing Allowance. 
 
The CEO/General Manager may, in special circumstances, negotiate a housing allowance for 
perspective employees in a lower grade classification. 
 
The amount of Housing Allowance shall not exceed a maximum dollar amount of Two Thousand 
Dollars ($2,000.00) per month and shall not exceed a period of thirty-six (36) months from the 
effective date of employment. 
 
Payments for Housing Allowances authorized by this policy shall be made on a bi-weekly basis 
in accordance with established authority payroll procedures. 
The employee is responsible for compliance with all applicable Federal, State and Local Tax 
laws. 
 
If the employee decides to relocate to the Greater Cleveland area during the term of 
employment, the Housing Allowance shall end. 
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Section 500 – Paid & Unpaid Leaves of Absences 
 
 
 
A. Paid Leaves 

 
500.01  HOLIDAYS 

 
All non-bargaining, regular full-time employees shall receive holiday pay for the following 
holidays:  January 1, Martin Luther King Day; Presidents Day, Memorial Day, July 4, Labor Day, 
Thanksgiving Day, December 24 and December 25.  In addition, all non-bargaining employees 
shall receive three personal days each calendar year after six months from their date of hire. 
Personal days and holidays must be used prior to the end of the calendar year and may not be 
carried beyond December 31.  Generally, holidays falling on Saturday shall be observed on the 
Friday before and those holidays falling on Sunday shall be observed on the Monday following. 
 
 
500.02  VACATION 
 
Eligible non-bargaining employees shall accrue vacation according to the applicable accrual 
rates specified in the Per Pay Vacation Accrual Rate Schedule, below, beginning with their first 
pay after their date of hire.  Vacation accrual credit shall be given when an employee is on 
active pay status, excluding overtime. 
 
Per Pay Vacation Accrual Rate Schedule: 
 

Total Years of Active Service 
with GCRTA  

+ Prior Service Credit 

Vacation Accrual Rate Per 

Pay-Ending Period 

Maximum Number of 
Weeks Earned for 26 Pay 

Periods 

Less than 1 year to less than 5 
years 

3.08 Hours 2 Weeks 

5 years to less than 13 years 4.616 Hours 3 Weeks 

13 years to less than 21 years 6.16 Hours 4 Weeks 

21 years to less than 30 years 7.696 Hours 5 Weeks 

30 years or more 9.232 Hours 6 Weeks 

 

An employee on active pay status at the beginning of the bi-weekly pay period will receive the 
"per pay vacation accrual" for that pay.  An employee who is receiving payment for an 
occupational injury or who is on extended disability is not in active pay status and is not entitled 
to earn time for vacation or to receive additional payment for vacation.  An employee shall not 
earn or accrue vacation for any time not in active pay status. 
 
The employee’s rate of accrual shall be consistent with the employee’s anniversary date and 
total years of active service with RTA, plus prior service credit. 
 
Employees shall be able to use any vacation earned after six months from their date of hire or 
as determined by the CEO/General Manager.  Employees shall be paid appropriate vacation 
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hours as they correlate to their regular work schedule.  The department director shall schedule 
vacation as necessary to minimize any disruption of service and to meet the operation needs of 
the department. The CEO/General Manager may revise vacation schedules whenever it is 
found to be in the best interest of the Authority. 
 
The CEO/ General Manager, at his discretion, to attract highly qualified applicants, may offer a 
vacation accrual rate greater than the applicant’s years of service would otherwise allow. 
 
Increases in the per pay vacation accrual rate will be effective in the first full pay period following 
the employee’s anniversary date of hire. 
 
Vacation time may be accumulated to a maximum of 400 hours as of December 31 of any year. 
Accumulated vacation balances in excess of 400 hours as of December 31 of any year, will be 
lost.  Upon prior approval of the CEO/General Manager in situations involving extraordinary 
circumstances, payment or other equitable arrangements may be made to an employee for 
vacation balances in excess of 400 hours as of December 31. 
 
Upon separation from employment, payment will be made at the current rate of pay for all 
unused vacation hours. 
 
The CEO/General Manager shall implement administrative procedures, including procedures for 
employees who transfer to jobs that result in a change in their non-bargaining or bargaining 
status. 
 
 
500.03  BEREAVEMENT 
 
A full-time employee absent from work because of the death of the employee’s spouse, son, 
daughter, father, mother, stepfather, stepmother, brother, sister, father-in-law, mother-in-law, 
stepson or stepdaughter shall be entitled to receive payment for three (3) working days, 
provided the employee was absent for purposes of bereavement. The death of a grandparent 
shall entitle the eligible employee to receive one day of bereavement pay. 
 
When additional time off is needed for bereavement or when a full-time employee is absent from 
work because of the death of an individual not listed above, the employee may utilize 
compensable time (vacation, personal or sick) as approved by the supervisor. 
 
Bereavement pay shall not be paid for any period of time that an employee is receiving vacation 
pay, holiday/personal pay, or sick-time pay. 
 
 
500.04  SICK 
 
For non-bargaining employees, the Authority extends sick time when it is necessary for an 
employee to be away from work as specified in the attached procedure. Granting sick leave is a 
privilege.  It shall be understood that sick time cannot be construed to be a paid leave for which 
employees have a right, whether ill or not, and may be used solely for those purposes as set 
forth in the procedures. Supervisors and Department Heads shall exercise discretion to ensure 
that sick time is properly used and not abused. 
 
Upon completion of a full pay period, eligible non-bargaining employees shall accumulate sick 
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time at the rate of four (4) hours for every pay period worked.  Employees must be in an active 
pay status the entire pay period to receive sick time credit.  Credit will be given for all hours in 
active pay status, including vacation and sick time, but not for any time in an unpaid leave of 
absence status or while receiving extended disability or workers’ compensation benefits.  An 
employee can accumulate sick time hours to a maximum of 1,440 hours, however, sick time can 
only be charged towards an employee’s balance in thirty (30) minute increments. 
 
Upon separation from service through voluntary resignation or retirement, an employee with ten 
or more years of continuous full-time service will be paid for accumulated sick time balances at 
the rate of twenty-five percent to a maximum pay out of 160 hours at the current rate of salary. 
 
The CEO, General Manager/Secretary-Treasurer shall establish administrative procedures, 
including procedures for those employees who transfer jobs resulting in a change from 
bargaining to non-bargaining status and non-bargaining status to bargaining status. 
 
 
500.05  EXTENDED DISABILITY COVERAGE 
 
Extended disability coverage is a paid leave benefit provided to non-bargaining employees in 
the event of an extended absence that results from a disability or illness.  To qualify for this 
coverage, an employee must have completed one-year of continuous service with GCRTA, the 
disability or illness must be medically certified and all sick, vacation and compensatory time 
balances must first be exhausted. The maximum eligibility period for this coverage is twenty-six 
weeks. 
 
 
500.06  JURY DUTY 
 
Jury duty leave with full pay shall be granted to any employee who is summoned for jury duty by 
a court of competent jurisdiction. The employee shall provide his/her supervisor or department 
director a copy of the summons for jury duty prior to the court appearance date. 
 
Any compensation for jury duty, when such duty is performed during the employee’s normal 
working hours, will be turned over to the Director of Accounting. 
 
Court leave with full pay shall be granted to any employee who is subpoenaed to appear before 
any court, commission, Board or other legally constituted body authorized by law to compel the 
attendance of witnesses where the matter is work-related and the employee is not a party to an 
action against the Authority. 
 
Any employee who is appearing before a court or other legally constituted body in a matter in 
which he/she is a party may be granted vacation time or other leave of absence without pay for 
purposes of attending the hearing.  Such instances would include, but not be limited to, criminal 
or civil cases, traffic court, divorce proceedings, custody, or appearing as directed as parent or 
guardian of juveniles. 
 
The CEO, General Manager/Secretary-Treasurer shall implement the necessary procedures to 
carry out this policy. 
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500.07  MILITARY RESERVE 
 
All employees of the Authority who are members of the Ohio National Guard, the Ohio Defense 
Corps, the Naval Militia, or members of other reserve components of the Armed Forces of the 
United States, shall be entitled to a leave of absence from their respective duties without loss of 
pay for such time as they are in the military service on field training or active duty for a period 
not to exceed thirty-one days in any one calendar year.  All other military leaves shall be 
handled in accord with the requirements of federal law. 
 

 
 

B. Unpaid Leaves 
 
 
500.08  UNPAID LEAVES OF ABSENCE 
 
All non-bargaining employees may be eligible for an authorized unpaid leave of absence after 
one year of full-time employment. 
 
An authorized leave of absence is a temporary separation from active pay status, authorized by 
the appropriate department director, and the affected Deputy General Manager, with the 
approval of the CEO/General Manager.  An authorized unpaid leave of absence will not be 
granted to any employee seeking or engaging in other employment. 
 
 
500.09  FAMILY AND MEDICAL LEAVE 
 
The GCRTA will grant family and medical leave in accordance with the requirements of 
applicable state and federal law in effect at the time the leave is granted.  No greater or lesser 
leave benefits will be granted than those set forth in such state or federal laws.  In certain 
situations, the federal law requires that provisions of state law apply.  In any case, employees 
will be eligible for the most generous benefits available under applicable law. 
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Section 600 – Medical & Safety 
 
 
 

600.01  SMOKE-FREE WORKPLACE 

 
It is the policy of the Board of Trustees to create a tobacco smoke-free workplace for employees 
of the Authority. 
 
Smoking is prohibited in buses, Paratransit vehicles, HealthLine vehicles, rapid transit vehicles, 
all non-revenue vehicles,  the rapid transit stations, bus loops and HealthLine stations where 
posted.  Smoking is also prohibited in all employee work areas, conference rooms, indoor public 
meeting rooms, elevators, escalators, hallways, all restrooms, waiting areas and lobbies. 
Smoking is prohibited in all buildings that are owned, leased or rented by the Authority and on all 
Authority property, including outside the exit and entrance doors of Authority property. Smoking 
is strictly prohibited in areas where flammable or combustible materials are used or stored. 
Smoking is also prohibited on and in all GCRTA equipment and vehicles. 
 
“Smoking” means: (a) inhaling, exhaling, burning or carrying any lighted cigar, cigarette, pipe, or 

other lighted smoking device for burning tobacco or any other plant, and (b) using any electronic 

product or device that produces a vapor that delivers nicotine or any other substance to the 

person inhaling from the device to stimulate smoking and that is likely to be offered to or 

purchased by consumers as an electronic cigarette, electronic cigar, electronic cigarillo, or 

electronic pipe. “Smoking” does not include the burning of incense in a religious ceremony.  

No-Smoking area signs for interior use may be obtained from the Safety Department.  Any 
employee who has questions about this policy may contact his/her supervisor or the Safety 
Department. 
 
It is the responsibility of all Deputy General Managers, department directors and all other 
supervisory personnel within the Authority to enforce this policy.  Any violation of this policy may 
result in disciplinary action up to and including termination. 
 
 
600.02  DRUG-FREE WORKPLACE 
 
The Drug Free Workplace Act requires that grantees of Federal agencies certify that they will 
provide a drug free workplace.  It applies to all employees within the Authority and contractors 
engaged in the performance of a grant or a cooperative agreement regardless if the functions 
are safety-sensitive or non-safety sensitive in nature.  Accordingly, the unlawful manufacture, 
distribution, dispensation, possession or use of a controlled substance is prohibited on Greater 
Cleveland Regional Transit Authority property.  Furthermore, it is a violation of company rules as 
well as State and local laws.  Any employee violating provisions of the Drug Free Workplace Act 
will be subject to immediate discharge and criminal prosecution. 
 
Pursuant to the Drug Free Workplace Act, any employee convicted of a drug violation occurring 
in the GCRTA workplace and/or outside GCRTA workplace is required to notify his/her 
supervisor in writing no later than five (5) working days following his/her conviction.  Compliance 
is required of all recipients of federal funding and is a prerequisite to continued employment with 
the Greater Cleveland Regional Transit Authority. 
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600.03  SUBSTANCE ABUSE 
 
It is the policy of the Greater Cleveland Regional Transit Authority (GCRTA) to provide the 
safest possible transportation for the riding public and work environment for its employees. 
Toward that end the GCRTA has two substance abuse policies.  One policy is for safety 
sensitive employees and one is for non-safety sensitive employees. 
 
For Safety Sensitive employees the policy establishes guidelines and procedures for the 
administration of the Authority’s Drug and Alcohol Testing Program in accordance with FTA 
requirements.  Based on these requirements, the Authority requires all safety sensitive 
employees to submit to specific testing for the presence of drugs and/or alcohol.  All employees 
must be free of drugs and/or alcohol when performing a safety sensitive function. 
 
For Non-Safety Sensitive employees the policy requires such employees to submit to testing for 
the presence of drugs and/or alcohol at the time of a post-employment offer physical exam; any 
work related physical exam; when there is reasonable suspicion; and as a condition of discipline 
for previous offenses under the policy. 
 
The Authority encourages participation in the Employee Assistance Program (EAP) for those 
employees who are plagued by problems associated with drugs or alcohol.  Voluntary employee 
participation is confidential and will not adversely affect an employee’s employment with the 
Authority. 
 
For more information refer to the Substance Abuse Policy for Safety Sensitive Employees and 
Substance Abuse Policy for Non-Safety Sensitive Employees. 
 
 
600.04  EMPLOYEE ASSISTANCE PROGRAM 
 
The Authority provides an Employee Assistance Program (EAP) to all Authority employees. The 
EAP is a confidential, voluntary program, available to all employees, their family members and 
retirees for the purpose of helping to resolve personal and family problems that adversely affect 
life and work. The EAP is available 24 hours per day, seven days a week. 
 
Participation in the EAP does not exempt employees from the standard administrative policies 
and procedures applicable to job performance requirements, or established disciplinary 
procedures. The voluntary participation in any offerings of the EAP program will not adversely 
affect an employee’s employment. 
 
Administrative oversight of the EAP Program is performed by the Benefits and Occupational 
Health sections. 
 
Information regarding EAP services may be obtained from Occupational Health. 
 
 
600.05  INFECTIOUS DISEASE 
 
The Authority recognizes the impact of infectious diseases, including, but not limited to, 
Acquired Immune Deficiency Syndrome (AIDS), Methicillin Resistant Staph (MRSA), 
tuberculosis, and hepatitis.  Infectious diseases pose significant legal, medical and social 
challenges. Consistent with State and Federal laws and requirements, the Authority will make 
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every effort to educate, train and protect employees who may encounter the devastating effect 
of an infectious disease. 
 
For more information refer to the Exposure Control Plan, Standard Operating Procedures 
(SOP). 
 
 
600.06  BIENNIAL PHYSICAL EXAMINATION REQUIREMENTS 
 
It is the policy of Greater Cleveland Regional Transit Authority (GCRTA) to perform biennial 
physical examinations in accordance with current Department of Transportation (DOT) 
regulations for all GCRTA bus and rail operators to assure that each vehicle operator is 
physically qualified to operate the train or bus. 
 
 
600.07  SAFETY  
 
The Greater Cleveland Regional Transit Authority (GCRTA) was organized with the mission to 
provide safe, secure, reliable and effective transportation services to all users.  Safety is a 
primary concern that affects all levels of GCRTA activities including operations, maintenance, 
planning, design, construction, procurement, testing and training for all modes of transportation. 
Therefore, all GCRTA personnel are charged with the responsibility of promoting the safety and 
security of passengers, employees, and the general public who come in contact with GCRTA 
transportation systems. 
 
All employees and contractors of the GCRTA are expected to conduct their duties in a safe 
manner, aimed at preventing or minimizing injuries and property damage, throughout GCRTA’s 
operations. The safety and security of our customers and our employees are GCRTA’s greatest 
responsibility. 
 
Each employee must operate safely, use equipment, tools and materials properly and be totally 
familiar with work rules and procedures for his/her areas of responsibility.  Each employee shall 
take active part in the identification and reporting of hazards. Supervisors shall actively 
participate in the assessment and resolution of hazards and shall fully cooperate with the Safety 
Staff to eliminate or control hazards in all areas of GCRTA transportation systems. 
 
GCRTA Management will provide leadership in promoting safety throughout the organization. 
The CEO/General Manager and the executive staff will be continually and directly involved in 
formulating, reviewing and revising the Safety Policy and safety goals and objectives. GCRTA 
Management will provide the authority, support and resources to establish and maintain high 
safety standards in operations, maintenance and training throughout the GCRTA. 
 
GCRTA Management will commemorate an employee’s, or a district’s, commitment and 
achievements in Safety at GCRTA by providing recognition programs. 
 
Every GCRTA employee and contractor shall comply with the provisions of the System Safety 
Program Plan and shall fully cooperate with the Safety office staff in achieving GCRTA’s safety 
goals and objectives. 
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600.08  DRIVER’S LICENSE REQUIREMENTS 
 
It is the policy of GCRTA to require employees who operate Authority vehicles, both revenue 
and non-revenue, to maintain a valid Ohio Driver’s License. Certain job classifications require 
employees to obtain and maintain a Commercial Driver’s License (CDL) with endorsements as 
established by the State of Ohio and the Commercial Motor Vehicle Safety Act of 1986. 
 
Any employee required to have a valid driver’s license, whether operating, chauffeur, or CDL, 
must maintain that license as a condition of employment.  Failure to do so and/or failure to have 
said license in his/her possession while operating an Authority vehicle will result in disciplinary 
action up to and including termination. 
 
 
600.09  SAFETY BELT USAGE 
 
The management of the Authority recognizes that safety belts are an important item of personal 
protective equipment and that safety belts save lives and reduce the severity of injuries to those 
who wear them. It is Management’s commitment to do everything reasonable to prevent injuries 
to employees; to prevent damage to property; and to protect the Authority, its employees, and 
general public from the results of accidents. 
 
This policy applies to all employees and to all occupants of vehicles driven by employees on 
Authority business. It is especially important that all managers and supervisors demonstrate their 
commitment to and support of this policy by their strict adherence to it. 
 
Occupants shall use the available safety belts in Authority-owned vehicles at all times when the 
vehicle is being operated. 
 
Any employee who is cited by a law enforcement agency for not wearing a safety belt will be 
responsible for any fines or other actions that may result as a part of the citation. 
 
Employees who violate this policy will be subject to disciplinary action up to and including 
termination. 
 
 
600.10  HAZARDOUS WASTE 
 
The Authority has established a Hazardous Waste policy in accordance with the Resource 
Conservation Recovery Act. This policy requires procedures to be in place at GCRTA to ensure 
the Authority is in compliance with hazardous waste regulations set forth by Federal, State and 
Local agencies. 
 
Any GCRTA employee who generates, handles, stores or in any way comes in contact with a 
hazardous waste while in the employ of the GCRTA shall comply with the hazardous waste 
procedures. Department Managers are to make special note of their duties as established 
herein.  Failure to comply with the respective environmental regulation could result in personal 
civil and criminal liability as well as disciplinary action up to and including termination. 
 
For more information, refer to the Hazardous Waste Procedures & Inspections SOP, Hazardous 
Waste Transportation “Buddy System” SOP, Universal Waste SOP and Waste Removal SOP. 
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600.11  WORKPLACE VIOLENCE 
 
The Greater Cleveland Regional Transit Authority is concerned and committed to providing our 
employees with a safe and secure work environment.  GCRTA will not tolerate any form of 
workplace violence by its employees to person or property. Workplace violence is any act of 
aggression or any statement that could be perceived by a reasonable person as intent to cause 
harm to an employee, property of the Authority, a GCRTA customer or any person in the public. 
Any and all acts of workplace violence will be fully investigated in accordance with procedures 
developed by the GCRTA.  Employees involved in incidents of workplace violence may be 
removed from the premises until a review of the occurrence is performed. Employees who 
violate this policy will be subject to disciplinary action, up to and including discharge. Employees 
may also be subject to criminal prosecution by the victim and/or the Authority. 
 
The Workplace Violence policy applies to all employees of the GCRTA. 
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Section 700 – Records Retention & Release 
 
 
 

700.01  PERSONNEL RECORDS 

 
A personnel file on each employee is maintained in the Human Resources Department. This file 
may include, but is not limited to, information regarding previous training, experience and 
employment as well as the work history of the employee while with the Authority. 
 
The Authority is subject to the Ohio Open Records Act (Ohio R.C. Chapter 149) and certain 
portions of an employee’s personnel file must be made available for public inspection upon 
request. 
 
 
700.02  ATTENDANCE RECORDS 
 
All departments will maintain daily attendance records. Included will be time recorded for 
leaves, both paid and unpaid, compensatory time off and additional time worked. 
 
All departments will maintain such attendance records on the Greater Cleveland Regional 
Transit Authority’s Time & Attendance System. 
 
 
700.03  COMPLIANCE WITH RECORDS RETENTION SCHEDULE 

 
All GCRTA records shall be maintained and retained in compliance with the internal operating 
needs of the Authority and local, state, and federal laws. 
 
The Records Retention Schedule was developed to maintain lawful, consistent and effective 
record-keeping practices throughout the Authority.  A “record” is defined as any document, 
device, or item, regardless of physical form or characteristic, including an electronic record that 
is created, received by, or comes under the jurisdiction of the Authority, and which serves to 
document the organization’s functions, policies, decisions, procedures, operations, or other 
activities of the office. 
 
Before disposing of any RTA record, employees must ensure that destruction is permitted by the 
established Records Retention Schedule and follow the Records Retention Procedures. 
 
GCRTA shall have the right to access, and employees shall provide prompt access to, all 
records, regardless of their location and irrespective of whether they were created by or stored 
on non-GCRTA devices (e.g., business and/or personal computers; stationary and/or portable 
devices; storage media, including; local drives, network drives, CD, DVD, tape and/or other 
storage facilities not owned by RTA). 
 
The Records Manager will coordinate an annual meeting of the Executive Records 
Management Committee to consider requests to modify records retention schedules, disposal of 
records included on the records retention schedules, and one time disposal of records. Other 
meetings of the Executive Records Management Committee will be scheduled as needed. 
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The GCRTA Records Manager can provide assistance with any questions regarding the 
maintenance and destruction of records. 
 
 
700.04  DISPOSITION OF RECORDS – SEPARATION FROM EMPLOYMENT 
 
It is the hope of the Authority that all employees enjoy continuous and uninterrupted 
employment during their tenure as Authority employees.  However, at the time of separation 
from employment, whether voluntary, retirement, as a result of disciplinary action, or reduction in 
workforce, the employee is not permitted to remove any GCRTA records that were created in 
conjunction with their employment without the expressed written consent of the Authority.  This 
includes working copies, drafts, manuals, computer disks and software. 
 

 
 

700.05 CONFIDENTIAL INFORMATION (COMPLYING WITH REQUESTS TO 
INSPECT AND COPY GCRTA RECORDS) 

 
The GCRTA Code of Ethics prohibits the release of confidential information or records of 
GCRTA employees.  “Confidential information” means any information concerning the GCRTA 
that is: 
 
(a) Not a matter of public knowledge; 
(b) Exempt from public inspection and copying; 
(c) Legally required to be kept confidential by the GCRTA. 
 
All public record requests should be referred to the Legal Department for handling in accordance 
with their internal procedures. 
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Section 800 – Use of Computer 

 
 
 
800.01  ACCEPTABLE USE OF GCRTA TECHNOLOGY ASSETS 

 
The GCRTA recognizes that the use of technology is essential to operating a successful transit 
authority. All users of GCRTA technology assets must abide by Information Technology 
procedures in order to ensure the integrity, security, and availability of GCRTA technology 
assets. 
 
GCRTA technology assets include but are not limited to, computing devices (servers, PCs, 
laptops), peripherals devices (printers, scanners, multi-functional printers, faxes, cameras), 
communication devices (routers, switches, PBXs, desk phones, mobile phones, probes, smart 
devices), software (operating systems, firmware, applications, productivity tools) and data. The 
procedures, define the acceptable use of any GCRTA-owned, leased or licensed technologies. 
 
Users are responsible for all activities performed with their personal user IDs. Users must report 
any use by anyone that may violate GCRTA’s Policies or be a threat to the GCRTA systems 
immediately to his or her supervisor or the Information Technology Department. Violations of 
this policy or the accompanying procedures may result in discipline up to and including 
discharge. 
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Section 900 – Legal 

 
 
 
900.01 COMPLYING WITH SUBPOENAS AND SUMMONS SERVED UPON THE 

GCRTA 
 
It is the policy of GCRTA to instruct any employee, upon receipt of any subpoena or summons 
involving the GCRTA’s business, either by U.S. mail or messenger, to deliver the same directly 
to the Deputy General Manager of Legal Affairs or his/her designee. This policy is to assure 
timely and complete compliance with all subpoenas and summonses, and to protect the 
interests of the Authority and its employees. 
 
All subpoenas and summonses referred to the Legal Department will be handled in accordance 
with their internal procedures. 
 

 
 

900.02  INDEMNIFICATION POLICIES 
 
The CEO/General Manager is authorized by Resolution of the Board of Trustees to prepare and 
to implement indemnification policies and procedures for the Authority in conformity with the 
Bylaws and the Ohio Revised Code, and to make such changes thereafter as may be necessary 
from time-to-time to conform to the policies and programs of the Board of Trustees and changes 
in applicable law. 
 
The CEO/General Manager is authorized by Resolution of the Board of Trustees to conduct an 
investigation and review of each indemnification claim submitted to the Authority and to 
communicate with the Board of Trustees or issue such report and make such recommendations 
to the Board of Trustees as may be necessary for its action. 
 
The Board of Trustees shall make the final determination of all indemnification claims submitted 
to the Authority, except as outlined in the Bylaws. 
 
Refer to procedures set forth in Section 629.02 of the Policies and Procedures of the Board of 
Trustees of the Greater Cleveland Regional Transit Authority. 
 

 
 

900.03 LEGAL DEFENSE AND INDEMNIFICATION OF EMPLOYEES INVOLVED IN 
COLLISIONS 

 
The GCRTA has established a policy for addressing the issues of use of non-Authority-owned 
vehicles by Authority employees, accident reporting, legal defense, legal liability, insurance 
requirements, and insurance cost. 
 
This policy is to assure employees who use their vehicles for Authority business of the legal 
protection afforded them by the Authority. 
 
The Authority shall provide counsel for the legal defense of an employee who is sued for 
damages for alleged negligence as the result of his/her use of a non-Authority-owned vehicle, 
provided that the employee’s allegedly negligent act or omission occurred while the employee 
was acting both in good faith and not manifestly outside the scope of employment or official 
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responsibilities.  By such use, the employee consents to the Authority’s selecting legal counsel 
of its choice for any such litigation. 
 
The Authority shall indemnify an employee for any settlement that its legal counsel negotiates 
on behalf of the employee in such litigation and/or for any judgment rendered against the 
employee in such litigation in which it provides a defense, unless the finder of fact in such 
actions determines that the employee’s acts or omissions were manifestly outside the scope of 
the employee’s employment or official responsibilities, or the employee’s acts or omissions were 
with malicious purpose, in bad faith, or in a wanton or reckless manner. 
 
The GCRTA will continue to defend and indemnify employees who are operating GCRTA owned 
vehicles in accordance with applicable local and state laws. 
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PERSONNEL PROCEDURES 

 

The Board of Trustees has authorized the CEO/General Manager to implement the procedures 

necessary to administer the personnel policies that have been adopted by the Board. As you 

may be aware, a procedure is a detailed, step by step description of a customary way of 

handling a specific policy. 

These administrative procedures are issued through the office of the General Manager and 

represent the method by which the Authority implements the personnel policies. The General 

Manager has the authority to issue, amend or rescind these procedures without any action by 

the Board of Trustees.  

These procedures serve as a series of steps that will be followed as the Authority implements 

the concomitant policies relating to various conditions of employment; staffing activities and 

compliance with federal and state laws and regulations that affect the administration of our 

human resources activities. 

Updates of these procedures will be posted on the RTA intranet. Employees should also consult 

with their supervisor to determine if any revisions or updates have been issued. 

If you have any questions regarding these procedures, you should feel free to talk initially with 

your supervisor. If you or your supervisor have questions or need additional clarification, please 

contact Human Resources.  
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Section 1100 – Legal 
 
 
 
1100.01 SOLICITATION AND DISTRIBUTION  

 

No employee may solicit another employee during the working time of either employee.  Any 

and all employee solicitation should occur on the employees’ lunch break or before or after 

working hours.  Employees may use the Barter Board to solicit items during non-work times.  

Solicitation includes the sale of any item including raffle tickets, food items, or any other tangible 

or intangible item. 

Employees may not distribute or accept written or printed materials during actual working time.  

Distribution includes, but is not limited to, advertising materials, handbills, and printed or written 

letters of any kind. 

Solicitation and distribution on GCRTA premises by non-employees is not permitted at any time. 
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Section 1200 – Personnel Administration 

 
 
 
1200.01 EMPLOYEE SELECTION 

 
In order to access the largest possible applicant pool, positions may be advertised in local, 
state, and/or national general circulation newspapers and web sites.  Job announcements may 
be distributed to various local employment, professional, academic, ethnic, social and 
governmental agencies. 
 
All job announcements will be posted online through the iRecruitment system.  Active 
employees will access this system through Employee Self Service at www.myinfo.gcrta.org site 
and may apply for any position for which they qualify and must compete with all other 
candidates. 
 
For non-bargaining positions, the Employment and Recruitment Department shall first screen 
online applications/resumes to identify those who meet the minimum qualifications.  Qualified 
applicants will advance to the next step of the selection process and will continue to advance in 
the selection process until they are no longer eligible to advance. 
 
The GCRTA may administer various assessments to qualified candidates for both initial hires 
and promotions including, but not limited to, a physical examination, drug and alcohol screening, 
police records, driving records, background check, employment history, and interviews to assist 
in making a final decision. All applicants will be notified in writing of the decision regarding their 
applications, internal transfers or promotions. 
 
 
1200.02 EMPLOYMENT ELIGIBILITY VERIFICATION 

 
Employees hired after June 1, 1987, are required to complete Section 1 of Form I-9 
Employment Eligibility Verification and present documentation within three working days to the 
Human Resources Department to verify identity and employment eligibility. 
 
The Employment and Recruitment Department shall examine the documentation and, if 
satisfied, shall complete Section 2 of Form I-9 to record information.  The completed Form I-9 
shall be retained for three years or for one year past the employment of the individual, 
whichever is longer. 
 

1200.03 RELOCATION ASSISTANCE 

 
To qualify for the GCRTA’s relocation assistance, the new employee must be hired in a GCRTA 
position where the salary grade is at least a grade 28 or above. The CEO/General Manager 
may, in special circumstances, negotiate relocation assistance for perspective employees in a 
lower grade classification. 
 
The department director or the appropriate executive personnel must make a formal written 
request to the Director of Employment and Recruitment for relocation expenses for new 

http://www.myinfo.gcrta.org/
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employee(s) assigned to their work area.   A representative from the Employment & 
Recruitment section, in collaboration with a representative from the department for which the 
new employee will be assigned, will coordinate efforts to relocate the new employee to the 
Greater Cleveland area. 
 
Employment and Recruitment will also work with the appropriate personnel in the Procurement 
Department to ensure that all policies, procedures, and appropriate regulations are followed. 
 
Some relocation expense reimbursements and/or allowances may be subject to taxation for 
federal income tax purposes.  Employees should consult with their tax advisors. 
 

TEMPORARY HOUSING ALLOWANCE 

At the discretion of the CEO, General Manager/Secretary-Treasurer, the GCRTA will provide a 
monthly housing allowance to the relocated employee to pay for temporary living expenses in 
the Greater Cleveland area. The maximum temporary housing allowance amount is $2,000 per 
month. The temporary housing allowance will be provided for up to a maximum of sixty (60) 
days, or until establishment of a permanent residence, if less than sixty (60) days from the start 
of employment.  
 
The amount of time allowed for temporary housing may be extended with the approval of the 

CEO, General Manager/Secretary-Treasurer.  The CEO, General Manager/Secretary-Treasurer 

must provide final approval of the temporary housing expenses. 

 

REIMBURSED EXPENSES 

 

House Hunting/Family Visits - The GCRTA will pay for up to a maximum of four (4) house 

hunting and family visitation trips for the new employee and/or his/her family to travel round-trip 

between Cleveland and their current residence.  Such trips will be limited to a maximum of eight 

(8) nights and nine (9) days. The new employee should maintain records and receipts for 

expenses incurred during these trips.  Reimbursement will be for reasonable travel, lodging and 

meal expenses.   

 

The number of house hunting trips may be extended with the approval of the CEO, General 

Manager/Secretary-Treasurer.  The CEO, General Manager/Secretary-Treasurer must provide 

final approval of the expenses. 

 

Relocation Expenses - The GCRTA will pay for relocating the new employee’s family to the 

Greater Cleveland area.  Air travel must be at the lowest fare available or coach fare, whichever 

is less.  Driving will be reimbursed at the GCRTA’s then standard mileage reimbursement rate 

for each vehicle driven, up to a total of four (4) vehicles. 

 

The new employee will be asked to submit information to the GCRTA including, but not limited 

to, competitive quotes from moving companies and airlines, etc.

Relocation of Household Goods - The GCRTA will pay for moving the new employee’s 
household goods to a new residence in the Greater Cleveland area within a radius of 50 miles 
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of downtown Cleveland, including packaging and crating expense, all transportation charges 
and reasonable insurance for household goods. 
 

Definitions 
 

 "Packing and crating" is defined as, all packing (by professional movers only) of dish 

packs, mattress cartons, wardrobes, cartons, covers, crates, etc., necessary to prepare 
goods for shipment. 

 

 "Transportation" is defined as, the actual over-the-road line-haul charges by professional 

movers from the old residence to the new residence. 
 

 "Insurance for household goods" is defined as personal property insurance allowed by the 

Greater Cleveland Regional Transit Authority up to the replacement value of household 
goods.  The cost of the coverage will not exceed such replacement value. 

 

 "Household goods" are defined to include furniture and appliances; automobiles, 

motorcycles and bicycles; clothing and personal belongings; and pets.  It does not include 
boats, trailers or the cost of disconnecting/reconnecting appliances.  

 

The amount of reimbursement for moving household goods shall not exceed a maximum dollar 

amount of Ten Thousand Dollars ($10,000.00), or the actual cost of moving household goods. 

 

Requests for reimbursement for relocation expenses shall be made from appropriations made 

by the Board for personnel receiving relocation expenses or authorized by the Board for 

operating expenses or capital improvements, when the services of such personnel are utilized 

with respect thereto in accordance with Article VIII, Section 2, of the Greater Cleveland Regional 

Transit Authority Bylaws.  

 

Employees who are covered under this policy and resign within six (6) months of their original 

employment date with the Greater Cleveland Regional Transit Authority, will be required to 

reimburse (pay back) 100 percent of all monies paid for temporary housing and/or any 

reimbursed expenses.  

 

1200.04 IDENTIFICATION BADGES  

 
Picture identification (ID) badges are processed in the Employment and Recruitment 
Department.  Each employee, contractor and vendor is required to obtain a photo identification 
badge.  This badge must be returned to the GCRTA upon separation from service as required in 
the statement which the employee signs when employment begins. 
 
All employees, contractors and vendors should wear their picture ID badge at all time while on 
RTA property.  Additionally, the employee and retiree picture ID badge may be used for free 
transportation on GCRTA revenue vehicles in regular service.  While employees are 
encouraged to ride GCRTA revenue vehicles, they should surrender their seat when there is 
none available to a paying customer.  Failure to follow the proper procedure or misuse of the 
badge shall subject the employee to disciplinary action up to and including termination. 
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When a picture ID badge is lost or misplaced, employees, retirees, contractors and vendors are 

charged a lost equipment fee for a replacement badge.  Employees, contractors, vendors and 

retirees are charged a lost equipment fee of Twenty Dollars ($20.00) for the first replacement 

badge. A fee of Fifty Dollars ($50.00) is charged for the second replacement badge. A fee of 

One Hundred Dollars ($100.00) is charged for the third badge. Any badges requested after the 

third replacement badge will be replaced for a fee of One Hundred Dollars ($100).  

 

Employees who leave the GCRTA’s service and do not turn in their picture identification badge 

shall be charged a lost equipment fee of Two Hundred Dollars ($200.00) which will be deducted 

from their final pay. 

 

PROCEDURES FOR REPLACING A LOST OR DAMAGED BADGE 

 

EMPLOYEE 

 

1. The employee must notify their supervisor of the lost or damaged card. 
2. The supervisor completes the Request for Access/ID Card Form and the Lost Equipment 

Reimbursement Form. 
3. The employee must sign the Lost Equipment Reimbursement Form to verify 

acknowledgement of the payroll deduction. 
4. All forms are sent to the Employment and Recruitment Department for processing. 
5. The replacement card is sent to the supervisor for distribution. 

 

RETIREE 

 

1. The retiree calls the Employment and Recruitment Department to make an appointment to 
pick up the replacement badge from the Main Office. 

2. Payment for the replacement badge will only be accepted in the form of a money order.  
 

CONTRACTOR 

 

1. The contractor calls the Employment and Recruitment Department to make an appointment 
to pick up the replacement badge from the Main Office. 

2. Payment for the replacement badge will only be accepted in the form of a money order.  
 
 
1200.05 JOB DESCRIPTIONS  

 
The Employment and Recruitment Department shall maintain job descriptions for each 
authorized position in the GCRTA.  The descriptions shall consist of the major duties and 
requirements of the positions, and shall be updated when duties and responsibilities change. 
 
All employees may request a copy of their own job description from the Employment and 
Recruitment Department.   Division Deputy General Managers and department directors shall 
have copies of job descriptions for all positions in their divisions or departments. 
 
Supervisors are responsible for notifying the Employment and Recruitment Department in 
writing of all substantive changes to the jobs in their areas in order to maintain accurate job 
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descriptions of subordinate employees.  All requests for job description changes must be 
approved and signed by the Division Deputy General Manager. The Employment and 
Recruitment Department will make the final decision on all proposed changes.  Written requests 
for changes shall be accompanied by written justification that includes, but is not limited to, the 
following: 
 

 The existing language and the proposed language  

 Reason for the change  

 Confirmation of grade 
 
The Employment and Recruitment Department reserves the right to conduct applicable 
reviews/analysis of jobs for purposes of validating proposed changes. 

 

1200.06 NEW EMPLOYEE ORIENTATION  
 
All persons recommended for hire as employees of the GCRTA shall attend an initial orientation 
session conducted by the Human Resources Division.  New hires may also receive additional 
orientation sessions during their first weeks of employment.  
 

All new employees will receive an introduction to the organization during the first month of 
employment.  During the orientation the new employee will receive an introduction to the 
Greater Cleveland Regional Transit Authority’s organizational culture, and be provided with 
additional relevant information that will assist the new employee in making a smooth and 
effective transition to the GCRTA organization.   

 

1200.07 ONBOARDING PERIOD   

 
The employee’s supervisor is responsible for acclimating newly hired employees to their 
positions.  During this time, every effort should be made by the supervisor to onboard the new 
employee.  Onboarding encompasses orientation and the first months of an employee’s tenure 
in a position to help them develop positive working relationships with others in the organization.    
Employees should be informed of their privileges and responsibilities in accordance with the 
GCRTA’s policies and procedures, the objectives of the employee’s work unit, and the tasks 
and responsibilities for which the employees will be held accountable.  The employee should 
also be informed of the specific standards by which the employee’s performance will be 
assessed. 
 
 
1200.08 AUTHORITY TO APPROVE THE FILLING OF POSITIONS AND BUDGET 

TRANSFERS 
 

In an effort to improve management accountability for the control of expenditures and 

adherence to approved budgets, it is the policy of the GCRTA to delegate authority to each 

Deputy General Manager to fill budgeted and vacant positions and/or to move budgeted 

positions between departments within his or her division.  

 

Also, in order to ensure timely reallocation of resources to address problems or changes in 

priorities during the budget year, the GCRTA grants authority to its Deputy General Managers to 
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institute budget transfers between expenditure-line items within his or her division with the 

approval of the Director of the Office of Management and Budget. 

 

1200.09 DEPARTMENTAL REORGANIZATIONS AND STAFFING CHANGES 

 
The GCRTA may find it necessary from time to time to change its organizational structure.  
These changes may also have an impact on the GCRTA’s staffing requirements.  When such 
changes are required, it is the GCRTA’s intent to use a uniform process to address any issues 
that may arise.  Therefore, the GCRTA requires any reorganization/staffing change to be 
outlined in a proposal and submitted to the Director of Employment and Recruitment. 
 
The Deputy General Manager of the affected reorganization or staffing changes should identify 
or outline the following: 
 

 The objective/purpose to be achieved by the changes; 

 The organizational structure resulting from the change (e.g., proposed organizational chart); 

 The reasons for the changes (e.g., process improvements, technological advancements, 
customer needs); 

 The benefits to be gained by the changes; 

 How the changes fit the strategic business plan of the GCRTA; 

 The impact on other divisions, departments, customers and employees; 

 The impact on the existing staff structure including proposed position changes, creations, 
eliminations, and transfers; and 

 Any other options or implications that have been or can be considered. 
 
The Director of Employment and Recruitment or his/her designee will collaborate with the Office 
of Management and Budget and the Labor and Employee Relations Department (when 
applicable) to resolve issues and provide final recommendations to the Deputy General 
Manager of Human Resources  and the affected department. 
 
 
1200.10 REDUCTION IN WORKFORCE 

 

When the CEO/General Manager determines that a reduction in force is necessary, the Deputy 

General Manager of the affected positions or employees in consultation with the Human 

Resources Division will determine the layoff process and those employees selected for layoff.  

Management will determine those employees who are to be laid off by considering factors 

including, but not limited to, an employee’s overall work record and prior work history as well as 

the current and future needs of the GCRTA.   

 

The abolishment of positions or the layoff of employees are not affected by the employee’s 

service time at the GCRTA or an employee’s length of service, and therefore laid off employees 

have no rights to displace employees with less service time. 

In the event of a reduction in force, should the vacancy be filled or position reinstated at a later 

time, the GCRTA may give consideration to a laid off employee. 
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1200.11 TRANSITIONAL/ALTERNATIVE WORK 

 
A transitional/alternative work placement program may be offered to all non-bargaining and 
ATU-represented employees who have become disabled from employment with the Authority as 
a result of any industrial or non-industrial injury or illness.  FOP-represented employees are 
covered under a separate Transitional/Alternative Work Program.   
The objectives of this program are to: 
 

 Place disabled employees in temporary tasks as a transition to their return to full duty in 
their regular positions; 

 Place employees in alternative positions whenever permanent medical restrictions prevent a 
return to their regular positions of employment; 

 Assist injured or ill employees returning to regular employment with the GCRTA by providing 
paid employment opportunities; 

 Minimize the GCRTA’s financial exposure to payment of statutory temporary total disability 
benefits through its self-insured Workers’ Compensation Program; and 

 Minimize the GCRTA’s financial exposure to claims and costs for non-industrial benefits. 
 
Transitional Work 
 

Transitional work is temporary work tasks that fit the parameters of ability determined by the 
employee’s medical condition.  Transitional work consists of job tasks only and does not place 
the employee in a specific position or job classification.  All non-probationary, full-time 
bargaining unit employees and full-time non-bargaining employees are eligible for transitional 
work assignments.  Transitional work may be provided for a period of up to 75 calendar days 
with the intent of returning the employee to his/her job classification.    
 
The employee’s attending physician must provide a written statement outlining the employee’s 
medical restrictions.  The statement must specifically address the employee’s physical and/or 
mental capabilities, and the estimated duration of the employee’s limitations.  The employee’s 
home District should make every effort to find job tasks for the employee within his/her 
restrictions whenever possible.  If the home District cannot identify job tasks, the employee may 
be furnished with work at another District. 
 
Workers’ Compensation/Risk Management staff will evaluate the employee’s case history and 
refer the employee to a Human Resource Business Partner (HRBP) with instructions and 
information as to the employee’s work restrictions.  The HRBP will complete a work history/skill 
inventory for use in job placement.  The employee will be required to acknowledge and sign off 
on forms used for placement.  
  
When an employee is identified for transitional work, he/she will be given transitional work tasks 
subject to availability.  Transitional work is limited to a maximum of 75 calendar days with 
periodic medical reviews as deemed necessary by Workers’ Compensation/Risk Management 
staff.  The duration of the transitional assignment will be based on identified work restrictions 
and available work.  There is no guarantee of work for the maximum 75 calendar days.  All 
transitional work assignments are granted at the discretion of the GCRTA.   
 
Any extensions of the transitional work past the initial 75-day period will be determined on a 
case-by-case basis by the Workers’ Compensation/Risk Management staff.  When the 
transitional placement is approved to exceed 75 calendar days and it is determined during or by 
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the end of the extension that the employee still remains unable to return to his/her regular work 
position, the employee’s medical status will be evaluated for further disposition which may 
include a return to medical leave, alternative placement or termination. 
 
The rate of pay for transitional work is $8.50 per hour.  When an employee is in a classification 

that pays less than $8.50 per hour, he/she will be paid at the lower rate of pay.  Under the 

provisions of O.R.C. 4123.56(b), an employee with a work-related injury who suffers a wage 

loss by accepting transitional work, as defined, will be paid for the wage loss, providing he/she 

qualifies. 

When transitional work is offered by the GCRTA to an employee receiving Workers’ 
Compensation benefits and the employee refuses to work, the GCRTA will exercise its options 
under O.R.C. 4123.56 and terminate the payment of Temporary Total compensation to the 
employee. 
 
An employee may use earned vacation or personal holiday time while in transitional status 
provided that he/she notifies the HRBP prior to the commencement of transitional work.  
Vacation time or personal time used while in transitional work will be at the employee’s regular 
rate of pay. 
 
In general, employees are discouraged from taking time off while they are in transitional 
employment status.  However, should a situation arise in which an employee needs to take time 
off during transitional employment status, he/she may request approval from the HRBP.  Such 
time off will be taken without pay. 
 
An employee who is required to participate in medical treatment related to his/her disability shall 
not be penalized under the Attendance Policy, may use his/her available accrued time to cover 
the absences, and may be covered under the Family and Medical Leave Policy, if applicable.  
Employees who utilize sick leave/salary continuation while in transitional status will receive the 
transitional rate of pay.  An employee in transitional work status is subject to the Employee 
Performance Code and all other applicable policies and procedures. 
 
Transitional work may not be made available to employees whose absence is six months or 
longer.  Employees who are in transitional work status are considered actively at work for the 
purposes of the Attendance Policy and in the accrual of employee benefits.  Any time spent in 
transitional status shall not be counted in the six-month period for absence purposes.  The 
employee’s absences in the six-month period are frozen at the time he/she began the 
transitional work assignment.  If the employee does not return to work after completing a 
transitional work assignment, the counting of the employee’s six-month absence period 
resumes from the point at which it was frozen.  Employees must return to regular duty work for 
30 continuous calendar days between injuries/illnesses in order to start a new six-month 
absence period or before a second period of transitional duty may be granted. 
 
Alternative Work 
 

Alternative work is the placement of a disabled employee in a new job classification other than 
the employee’s current position due to permanent medical restrictions.  All non-probationary, 
full-time bargaining unit employees and full-time non-bargaining unit employees are eligible for 
an alternative work assignment. 
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When the employee’s physician determines that the employee is unable to perform any one or 
more of the essential job functions of the employee’s regular position because of a permanent 
disability or restriction, Risk Management staff or another appropriate department will notify the 
HRBP that the employee may be a candidate for an alternate job placement.  Occupational 
Health or Workers’ Compensation/Risk Management may require an independent medical 
examination of the employee to confirm any permanent medical restriction or disability. 
 
Based on the identified medical restriction or disability, the HRBP will complete a skills inventory 
for use in alternate job placement.  During the search for alternative placement, the employee 
may consider applying for posted positions for which he/she may be qualified.  Employees are 
required to meet the minimum job and testing requirements to be placed in an alternative 
position.  Employees covered by the collective bargaining agreement with the ATU, Local 268 
will be considered under the transfer and demotion rules. 
 
An employee with five or more years of experience may also be eligible to apply for OPERS 
disability.  If an employee does not apply or is not eligible for PERS disability, he/she may 
request or be identified for an alternative position.  Future PERS disability eligibility may be 
affected when an employee elects to proceed with placement in an alternate position.  An 
employee who applies for OPERS disability will automatically be disqualified from working in 
any capacity at the GCRTA.   
 
When an alternative job has been identified, the HRBP will send the employee a written job offer 
which will confirm the date that a job offer was made, specify the job classification offered, 
include a copy of the Job Description, state a specific date by which the written job offer will 
expire, and ask the employee to sign off as accepting or declining the offer.  An employee who 
refuses an alternative job offer that fits the parameters of ability as determined by his/her 
medical condition will be terminated.  If applicable, the GCRTA will institute proceedings to 
terminate the payment of Workers’ Compensation benefits under O.R.C. 4123.56.  When an 
employee with a work-related injury suffers a wage loss by accepting alternative work, as 
defined by O.R.C. 4123.56(b), he/she will be paid wage loss providing he/she qualifies. 
 
The maximum time for an alternative job search placement shall be consistent with the 
employee’s reinstatement rights as set forth in their collective bargaining agreement.  If an 
employee does not have reinstatement rights, they will have up to a maximum of 75 days, not to 
exceed their six-month absence date, to be placed.  If an employee cannot be placed in an 
alternative classification within that time, his/her employment will be terminated.  However, the 
employee’s legal rights under the O.R.C 4123.56 will not be affected.  When the job search is 
concluded, the HRBP will send written notification of its outcome to the Occupational Health and 
Workers’ Compensation/Risk Management staff.  
 
An employee that accepts an alternative position may be required to have a medical 
examination at least once a year.   
 
If it is determined that the employee is no longer disabled or no longer has permanent medical 
restrictions, the employee may be eligible to return to his/her former position.  To return to a 
former position, there must be a vacancy in that position, the employee must successfully pass 
any additional medical examination required, and the employee must openly compete with all 
other candidates for the position.  This includes meeting the merit certification requirements, 
and taking and passing required tests or assessments.  If an employee meets the above 
requirements and an eligibility list exists for the position, the employee will be placed on the 
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bottom of the list.  When management establishes a new list, the employee must compete 
openly with all other candidates to be considered for placement in the position.  Internal 
candidates will be given preference over external candidates. 
 
 
1200.12 VOLUNTARY RESIGNATION 
 

Occasionally, personal reasons will result in an employee deciding to change jobs.  In such 

cases, employees are expected to give their supervisor at least ten (10) working days’ notice.  

Advance notice will allow the GCRTA time to adjust working schedules and find a replacement. 

The GCRTA reserves the right to accept an employee’s notice of resignation and to accelerate 

such notice and make the employee’s resignation effective immediately, or on any other date 

prior to the employee’s intended last day of work that the GCRTA deems appropriate.  In such 

instances, the employee will be paid only until his last day of active employment. 

 
1200.13 EXIT INTERVIEWS 

 

Exit interviews with the Human Resources Division will be scheduled for outgoing employees 

including those employees whose termination is initiated by the GCRTA.   

 

Employee’s district/department will collect all company property that may be in the employee’s 

possession (e.g. keys, identification badge, sensor card) and complete the release 

authorization.  The Employment and Recruitment Department will meet with the employee to 

review eligibility for benefits continuation and conversion to ensure that all necessary forms are 

completed and final benefits are properly computed. 

 

1200.14 EXPRESSIONS OF SYMPATHY 

 

The GCRTA recognizes that the death of an active employee is always a difficult time for family 

and co-workers.  It is the policy of the GCRTA to provide support and encouragement to the 

families of deceased employees.  It is the responsibility of the appropriate supervisor or 

department director to notify the Human Resources Division of the employee’s death and to 

forward information concerning the date and time of any arrangements or services.  

A representative in the Human Resources Division will coordinate an acknowledgment of the 
employee’s service and contact the immediate supervisor for presentation to the family of the 
deceased. 
 

1200.15 CRIMINAL BACKGROUND CHECK 
 

Conviction of a job-related crime or a history of criminal convictions may prevent an applicant 

from being offered employment.  Determination of such action will be based on an analysis of 

the responsibilities of the position and the nature of the conviction.  
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Applicants must authorize the GCRTA to complete a background check.  Convictions within five 

(5) years of the date of application for employment for the following offenses may disqualify an 

applicant from consideration for employment: 

 

1. Felony conviction(s); 
2. Convictions of sexual offenses; or 
3. Two (2) or more convictions of a drug related offense. 
For any position responsible for interacting with customers, convictions of a violent crime shall 

be considered grounds for rejecting an application for employment. 

 

For positions responsible for handling fare collections, fare processing, or any direct financial 

control, conviction of a drug-related crime, a crime of theft, burglary, or other crime of moral 

turpitude (e.g., gambling, fraud) may be considered grounds for refusing employment. 

A criminal background check will also be required for internal candidates that are applying for 

positions with the Greater Cleveland Regional Transit Authority that operate revenue vehicles, 

maintain or handle fare boxes, or have financial responsibilities or access to the infrastructure of 

the GCRTA's computer system. Other positions may be subject to background checks as 

determined by the Employment and Recruitment Department. The internal candidate may be 

subject to termination or refusal of transfer/promotion/demotion if the conviction is considered a 

disqualifying offense as described above.  In addition, the supervisor or other member of 

management in the employee’s chain of command is required to notify the Director of Labor & 

Employee Relations upon learning of a felony conviction of any active employee, prior to making 

a determination as to the employee’s job status. 

 

Questions related to these background check procedures should be referred to the Director of 

Employment and Recruitment. 

 

Waivers 

 

All external and internal applicants will be given the opportunity to sign an electronic waiver, 

granting GCRTA permission to conduct a background check.  Failure to sign the waiver, 

providing false information, or omitting information will end the application process. 

 

Contractors/Vendors 

 

The GCRTA will require contractors and vendors who have access to GCRTA properties to 

supply GCRTA with the background checks of all of their employees doing work for or on behalf 

of GCRTA, if available.  If no background check is available, the contractor’s/vendor’s 

employees will be given the opportunity to sign a Waiver granting GCRTA permission to 

conduct a background check.  Failure to sign the Waiver will bar that employee from access to 

GCRTA property. Contractors and vendors who have access to GCRTA properties will also be 

required to provide GCRTA with a five-year employment and residency history. 
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Section 1300 – Hours of Work, Employee Compensation and Benefits 

 

 

1300.01 COMPENSATION 

 

A salary schedule has been established for all positions in grades 21 through 32 and Deputy 

General Manager that shall be, insofar as practicable, competitive with comparable jurisdictions.  

It consists of pay ranges, each with a minimum and maximum rate of pay.  Normally, new 

employees shall be hired between the minimum and midpoint of the pay range for their 

classification. Hiring above the midpoint requires the written approval of the CEO. 

 

Job descriptions have been prepared and assigned grades, classification numbers; and titles.  

 

Department directors and supervisors shall conduct annual performance appraisals of 

employees and may recommend salary increases in accordance with guidelines of the merit pay 

plan. 

 

1300.02 PAYROLL CHECKS 

 

A designated staff person will distribute paychecks.  The process for distribution of the payroll 

check within each department is at the discretion of the department director.  In lieu of a 

paycheck, an employee may elect to have payroll automatically deposited in a checking or 

savings account.  To enroll in this program, a signed authorization form and a copy of a bank 

deposit form is required by payroll.   

For more information, employees should contact the Payroll Department.  

 

1300.03 PERFORMANCE APPRAISAL 

 
For non-bargaining employees it is the policy of the GCRTA to pay for performance, subject to 
the budgetary process.  Recommendations for salary increases based on a performance 
appraisal shall be processed through the Employment and Recruitment Department with 
approval by the CEO/General Manager. 
 
The functions of a performance appraisal are to evaluate employee performance, improve 
employee effectiveness, recognize and reward good performance, and foster the growth of each 

employee through the achievement of objectives and job accomplishments. These job 
objectives and accomplishments shall be measured by performance indicators established 
during the performance appraisal process. 
 
Both the supervisor and employee are responsible for measuring and monitoring performance 
and documenting progress and results.  

 
If an employee’s performance is at an unacceptable performance level, the supervisor will 
prepare a performance improvement plan for the employee.  Failure to achieve the goals set 
forth in the performance improvement plan may be cause for disciplinary action, up to and 
including termination. 
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A newly hired or promoted employee shall receive a performance plan within one month of initial 

hire/promotion date.  

 

The employee’s supervisor is responsible for developing an agreed upon performance plan 

based on required job responsibilities, objectives and performance indicators or measurements 

of the job accomplishments.  This plan shall serve as the basis for evaluating a newly 

hired/promoted employee’s performance. 

 

All non-bargaining employees are subject to the annual performance appraisal process.  Each 

calendar year the supervisor is responsible for initiating the performance appraisal process in 

accordance with the schedule and procedures issued by the Employment and Recruitment 

Department.   

 

The supervisor will appraise the employee’s performance based on documented results 

achieved, measured performance indicators and job-related competencies that are observed 

repeatedly during the time period being assessed.  The supervisor will provide summary 

comments in the performance appraisal form based on the documentation.  The supervisor will 

be able to fully substantiate the rating on each performance component if the employee 

requests more information. 

The appraisal results are confidential within legal requirements and are retained in the 

employee’s official personnel file, which is maintained in the Employment and Recruitment 

Department.  Appraisal records are available to managers in the employee’s direct chain of 

command. 

 

A mid-year performance appraisal conference will be conducted between the supervisor and 

employee.  At this conference the progress and results on each component of the individual 

performance plan will be discussed.  A summary of this discussion and any decisions agreed 

upon will be documented in writing by the supervisor and given to the employee. 

 

Following are the steps in the annual performance appraisal process: 

 

Performance Goal Setting (January – March) 
 

1. The employee will prepare recommendations for performance objectives and submit to 
his/her supervisor.  
 

2. The supervisor will complete a draft of the employee’s objectives, with consideration given 
to the employee’s input. 
 

3. The supervisor will review the draft performance objectives with his/her manager and modify 
as needed. 
 

4. The supervisor and employee will meet to review and discuss the final performance 
objectives. 
 

5. The employee, and two levels of supervisors, will sign the form on which the objectives were 
completed.  
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6. The Department Director will notify the Employment and Recruitment Department, in 
accordance with the procedures established at the beginning of the appraisal period, that 
the performance objectives have been completed for the employees in his/her department. 

 
Interim Performance Update/Mid-Year Conference (July) 
 
1. The employee’s supervisor requests that the employee provide an update on the progress 

made toward completing his/her performance objectives.  
 

2. The supervisor will schedule a mid-year review conference with the employee to discuss 
progress toward completing his/her performance objectives, provide suggestions for 
improving performance as needed, and to make any necessary revisions to the established 
performance objectives.  
 

3. Any changes to the performance objectives will be documented on the form used to initially 
establish the employee’s performance objectives. The employee and his/her supervisor will 
sign and date the form to document the mid-year review.  
 

4. The Department Director will notify the Employment and Recruitment Department, in 
accordance with the procedures established at the beginning of the appraisal period, that 
the mid-year reviews have been completed for the employees in his/her department. 

 
Annual Performance Evaluation (December – January) 
 

1. The employee’s supervisor requests the employee to draft and submit a self-appraisal. 
 

2. The employee drafts a self-appraisal based on the performance objectives established at 
the beginning of the performance appraisal cycle, and on the organizational competencies.  
The employee submits this draft to his/her supervisor. 
 

3. The employee’s supervisor prepares a draft performance evaluation, giving consideration to 
the information provided in the employee’s self-appraisal and any other documented 
performance information available.  
 

4. The supervisor reviews the draft with his/her manager. 
 

5. The supervisor prepares the performance appraisal, schedules an appraisal conference with 
the employee, and discusses the appraisal with the employee.  Based on feedback or 
additional information provided by the employee, the supervisor may make revisions to the 
performance appraisal. 
 

6. Following the appraisal conference, the supervisor will prepare a final written performance 
evaluation form for the employee’s comments and signature. 
 

7. The supervisor and employee will sign the final performance evaluation form and submit it to 
the second level manager for signature. 
 

8. The Director will submit to the Employment and Recruitment Department the original, signed 
performance evaluation forms for all employees in his/her department, in accordance with 
the schedule and procedures established.  
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If an employee’s performance is rated less than satisfactory/acceptable, the supervisor should 

initiate corrective counseling when he/she believes that the performance problem can be 

resolved through counseling.  Typically, this is accomplished through preparation of a 

performance improvement plan. 

 

The supervisor will document on the appropriate form, a description of the performance 

problem, corrective action to be taken by the employee, how the employee’s performance will 

be measured and the target dates for improvement.  This will be reviewed with the supervisor’s 

manager to ensure the course of action is best suited to the circumstance.  

 

The supervisor will review with the employee the performance problem and the corrective action 

plan.  The employee will be asked to restate what has been discussed to ensure his/her 

understanding of the problem and the corrective action necessary.  The employee and 

supervisor will sign the forms to acknowledge the situation was discussed. 

 

The supervisor and employee will periodically review progress on the corrective action plan.  

Any further action that may be necessary will be carried out in accordance with the GCRTA 

Positive Discipline Program. 

 

If an employee believes he/she received an unfair rating on an annual performance evaluation, 

the employee may make comments on the form and/or attach any additional documentation.  If 

a resolution is not possible at the supervisory/employee level, the employee may use the 

Complaint Procedure as outlined in this Manual to appeal the supervisor’s action.  All forms 

related to the employee’s appraisal shall be maintained in the employee’s personnel file in the 

Human Resources Division. 

 

1300.04 POSITION RECLASSIFICATION  

 

Non-bargaining jobs at the GCRTA are dynamic in nature.  Job duties are continually evolving 

with the introduction of new technologies, process improvements, and reorganizations of 

departments.  Many times, these changes do not affect the grade level of the job, since the 

scope of the job remains essentially the same.  

 

However, there are times when a job changes significantly.  This may occur when two positions 

are combined into one, when major organizational structure changes occur, or obsolescence of 

major portions of a job.  When major changes such as these occur, it may be necessary to re-

evaluate a position, according to the procedure outlined below. 

 

The department director, with written approval from the Deputy General Manager of the Division 

or Executive Director, will forward the request for a position evaluation to the Director of 

Employment and Recruitment along with a revised job description and completed Position 

Information Questionnaire (PIQ).  Upon receipt of the request, the following process will occur: 

1. Employment and Recruitment will assess the request and determine the nature and extent 
of the job changes, and whether a re-evaluation is warranted. 
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2. Employment and Recruitment will work with the requesting department to develop an 
updated job description.  
 

3. As appropriate, the Job Evaluation Committee will meet to review the updated job 
description, job specifications, the completed PIQ, organizational chart, and any other 
supporting documentation necessary to clearly understand the scope of the duties and 
responsibilities of the job being evaluated.  The Committee then evaluates the job to 
determine the appropriate grade level.  

 
When a position is reclassified and results in the classification being moved to a higher salary 
grade, the incumbent will, at a minimum, receive the starting salary of the new pay grade.  
However, the circumstances surrounding each re-evaluation will be examined individually to 
determine whether a salary adjustment is warranted.  A salary adjustment may also be 
appropriate when a re-evaluated job remains within the same grade, but takes on an additional 
function.   

 

1300.05 CALL-OUT FOR EXEMPT EMPLOYEES 

 

The following procedures shall be followed when an employee is eligible to receive 
compensation under the Call-Out Policy for Exempt Employees. 
 
Non-Bargaining Employees 
 
When a non-bargaining employee is eligible to receive compensation under the Call-Out Policy, 
the employee should complete the "Special Pay Voucher" form available from the employee’s 
supervisor.  This form should be completed listing the "Description of Work" performed; "Hours" 
worked; and "Date". 
 
The form should be signed by the employee and approved by the employee’s supervisor or 
director before being submitted to the Payroll Department.  Payment for call-out time will be 
included in the employee’s regular payroll check and listed separately on the check stub. 
 
Call Out Compensation 

 

Employees classified as exempt under the Fair Labor Standards Act, in Grades 24 through 28, 

with the exception of Grade 28 Managers, shall be eligible for call-out compensation.  

Employees in Grades 29 and above, including Deputy General Managers and the CEO, 

General Manager/Secretary-Treasurer, shall not be eligible for call-out compensation. 

 

Call-out falls into one of two categories: scheduled and emergency. 

 

 Scheduled Call-Out 
 

Scheduled call-out would apply when a special event, or special circumstance, is planned or 

anticipated in advance.  In this situation, an employee will be expected to work an additional 

shift or a significant amount of time, in order to plan for, or take part in, a special event.  

Under these circumstances, call-out must be scheduled and approved in advance. 
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Scheduled call-out is defined as necessary work, scheduled by a Department Manager or 

Director, which requires an employee to work an additional period of three (3) hours or more 

for a specific, temporary period of time.  Typically, this occurs when an employee completes 

their regular shift, leaves the work site, and is required to report back to work at a time other 

than their normal work shift. The employee must obtain written approval from the 

Department Director in advance of the call-out, in order for the employee to be eligible for 

call-out payment.  The Department Director must be able to verify that the employee’s 

presence at the site is necessary. 

 

 Emergency Call-Out 

 

Emergency call-out is defined as hours worked by exempt employees, when the employee 

is expected to play a role in resolving an emergency situation, in accordance with applicable 

emergency policies and protocol.  This may be, for example, to respond to an accident or 

equipment breakdown, or weather-related emergency.  Because of its extraordinary nature 

and the rapid response time required, emergency call-out does not need to be approved in 

advance.  However, prior to an employee receiving compensation, the Department Director 

must give approval, indicating that the call-out was necessary.  At the discretion of the 

Department Director, emergency call-out may or may not be compensated. 

 

Payment 

 

Employees covered under this procedure will be compensated at a flat rate of $100.00 per 

call-out, for up to three (3) hours.  If the call-out exceeds three (3) hours, the following payment 

schedule will apply: 

 

 Call-out time between 3 and 5 hours: additional $25.00 

 Call-out time between 5 hours and 8 hours: additional $50.00 

 Call-out time over 8 hours: additional $100.00 
 

Exclusions 

 

Additional compensation will not be paid when call-out hours result from any of the following: 

 

 Casual or voluntary time worked beyond the work schedule; hours worked to take care of 
incidentals or administrative details (e.g., scheduling, planning time, report writing, etc.). 
These are considered part of the normal requirements of the job.  

 Travel time. 

 Time spent in meetings of professional associations, seminars, or similar activities. 

 Time spent in staff meetings or other business-related meetings. 
 

The CEO, General Manager/Secretary-Treasurer shall implement procedures necessary to 

carry out this procedure.  
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1300.06 HEALTHCARE COVERAGE 

 

I. Employee Eligibility: 

 

Employee healthcare eligibility becomes effective based on qualifying events identified below: 

 New hire 

 Loss of spouse healthcare coverage 

 Job transfer from a non-eligible to eligible group status 
 

Election of coverage must occur within thirty-one calendar days of the effective date of the 

qualifying event.  The Benefits Section of the Human Resources Division must receive a 

completed healthcare enrollment from the employee within thirty-one calendar days.  Enrollment 

forms received after the thirty-first calendar day grace period will be deemed late and will 

require the employee to wait for the next scheduled open enrollment period to elect healthcare 

coverage. 

 

Employees electing family coverage are subject to the dependent certification rules identified 

below. 

 

II. Dependent Eligibility 

 

Eligible dependents are defined as follows:  

 Employee’s spouse; 

 Children of an employee who are up to age 26 for medical and age 23 for dental and vision; 

 Children for whom the employee or spouse has legal guardianship, or permanent custody 
up to age 26 for medical and age 23 for dental and vision; 

 Court orders that require healthcare coverage for children age 23 or less; 

 Any unmarried dependents that are age 23 and older who are physically or mentally 
challenged making them unable to work.   
 

* To meet this condition, a doctor must have medically certified the dependent before 
reaching age 23.  Medical certification must be provided to the GCRTA and the 
healthcare coverage provider before reaching age 23. 

 

Qualifying events and documentation required to add dependents: 

 Birth of a child:  Copy of crib card or birth letter verification from the hospital is acceptable 

up to six-months.  This information must be submitted to the Benefits Section within 60 days 
of the birth. A birth certificate must be received in Human Resources within six-months from 
the date of birth.  Coverage of the child will be discontinued for non-compliance. 
 

 Marriage: Copy of a marriage certificate. 

 

 Adoption: Copy of pre-adoptive or adoptive papers. 

 

 Court Order:  Copy of court order designating legal guardianship or permanent custody. 
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 Loss of coverage: A confirmation letter must be obtained by the dependent to confirm the 

reason for the loss of coverage. (Note: dependent had previous coverage) 
 

III. Dependent Certification Rules 

 

 Employees are responsible to notify Human Resources for any change in dependent status.    
 

 Sixty days is the maximum allowable time to add dependent(s) to employee healthcare 
coverage based on the date of when the qualifying event occurred.   

 

 The healthcare enrollment form must be completed and received in Human Resources 
within sixty-days of the qualifying event.   

 

 All document certification must accompany the healthcare enrollment form.  
 

 Any late enrollments and/or the lack of certified documentation will require the employee to 
wait until the next open enrollment period to add dependents to the healthcare coverage.   

 

 Certification exceptions may occur in cases involving adoptions and permanent custody, 
therefore such matters will be reviewed on an individual basis. 

 

 Newborn coverage will be retroactive to the date of birth.  All other dependent categories will 
have coverage effective the first day of the following month from the month that the 
healthcare enrollment form is received in Human Resources. 
 

IV. Removing Non-Eligible Dependents 

 

Employees must remove non-eligible dependents based on the qualifying events identified  

below: 

 

 Divorce 

 Legal separation from spouse 

 Loss of court order appointment 

 Death of dependent 
 

Supporting documentation must accompany the healthcare enrollment form pertaining to 

divorce and legal separation issues. 

 

Human Resources must be notified immediately by the loss of dependent eligibility status.    

 

The employee must complete a healthcare enrollment form.   

 

Employees will be held financially liable for any paid claims or premium payment costs made to 

healthcare coverage providers as a result of non-notification of the loss of eligibility status of a 

covered dependent.  Financial liability will only be applied to the period of time of non-eligible 

status. 
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Coverage will be canceled effective retroactive to the end of the month that the qualifying event 

occurred. 

 

Job Transfers /Employee Healthcare Contributions 
 

 Any newly hired, part-time, bargaining unit employees who transfer to a full-time bargaining 
unit job during their probationary period shall have their time counted towards completion of 
their healthcare eligibility period.   Part-time, bargaining unit employees shall not be 
penalized by having to complete a new 90- day healthcare eligibility period. 
 

 Employees who transfer from a part-time to full-time job or from a full-time to part-time job 
shall be subject to the healthcare rate contribution schedule commencing the first day of the 
month following the month of the job transfer. 

 

 GCRTA reserves the right to collect missed contributions based on the appropriate 
healthcare eligibility period of the employee.  All employees enrolled with healthcare 
coverage are required to contribute to the cost of healthcare coverage as identified in each 
of the healthcare plan rate schedules. 

 
 
1300.07 SICK LEAVE 

When an illness or disability continues past the time covered by sick time, a non-bargaining 

employee may qualify for extended disability.  Sick time can be used for illness of employee, the 

employee’s spouse, or employee’s children or step-children.  Family Medical Leave may be 

applied to the illness of self, spouse, child or parent. 

Employees who transfer jobs resulting in a change in their non-bargaining or bargaining status 
shall have their sick time hours handled as follows: 
 

Bargaining to Non-Bargaining Job Transfer 

a. Employees will accrue sick time hours at the rate of 4.0 hours per pay period. 
 

b. The rate of accrual will begin the first full pay period following the effective date of the job 
transfer. 

c. Accrued hours earned as a non-bargaining employee are immediately available for use. 
 

d. All unused accumulated sick time hours will transfer with the job change. Hours will be 
capped based on the provisions established under the non-bargaining sick time benefits. 

 

Non-Bargaining to Bargaining Job Transfer 

 

a. During the probationary period, employees will earn sick time hours at the rate specified in 
the ATU and FOP collective bargaining agreements. 
 

b. The rate of accrual will begin the first full pay period following the effective date of the job 
transfer. 
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c. Accrued hours earned as a bargaining employee are available for use during the 
probationary period. 
 

d. All unused accumulated sick time hours will transfer with the job change. Hours will be 
capped based on the provisions of the relevant collective bargaining agreement. 

 

1300.08 EXTENDED DISABILITY COVERAGE 

 

Extended disability coverage is a privilege that is available to full-time employees subject to 

proper medical certification and approval by the employee’s Deputy General Manager/Executive 

Director and the Deputy General Manager of Human Resources.  The granting of Extended 

Disability Coverage benefits is at the sole discretion of management and may be amended, 

discounted or modified at any time, whenever it is deemed to be in the best interest of the 

GCRTA. 

To qualify for Extended Disability Coverage, a non-represented full-time employee must meet 

the following conditions. 

 Have worked at least 1250 hours in the previous 12 months. 

 Completed one year of continuous full-time service with GCRTA; 
 

 The disability or illness must be medically certified; 
 

 Coverage may not begin until the employee has been off work for 30 calendar days and all 
sick, vacation, personal days and compensatory time balances have been exhausted. If all 
paid time balances have been exhausted, but the employee has not been off from work for 
30 calendar days, the employee may be placed on an unpaid leave for the remainder of the 
30 calendar day period with the approval of the CEO/General Manager. This is done 
pending the approval and start of the disability leave. 

 

 An employee that has used extended disability coverage will not be eligible for coverage 
again until one year from the date the employee last received extended disability pay. 

 

The length of time an employee, approved for Extended Disability Coverage, is eligible for 

payment is dependent on the employee’s years of service.  Full-Time employees with years of 

service as a part-time GCRTA employee will be given half credit for each full calendar year of 

part-time service for the purpose of determining extended disability coverage only.  Employees 

with part-time service must have worked an average of 20-30 hours per week.  Part-time 

employees who work an average of 20 hours per week (less than 1,040 annually) will not be 

eligible for half credit for GCRTA years of service to determine Extended Disability Leave 

Coverage.  The eligibility for coverage is as follows: 
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Years of Service Coverage Eligibility Approved 

 

The payment of Extended Disability Coverage may occur because of an employee’s absence 

due to an FMLA-covered event.  However, an employee may be eligible for FMLA leave and not 

for payment of Extended Disability Coverage.  In that circumstance, the employee’s FMLA leave 

will be considered an unpaid leave. 

An employee may also be eligible to receive Extended Disability Coverage beyond the 12-week 

period permitted by the FMLA.  To receive Extended Disability in this instance an employee 

must communicate with his/her supervisor(s) regarding his/her need for additional Extended 

Disability Coverage.  The supervisor will ascertain whether the additional time required will 

impose a business hardship on the department or division and the GCRTA, and will set forth 

his/her reasons why in writing.  The Deputy General Manager of Human Resources and the 

employee’s Deputy General Manager will review any denial of Extended Disability Coverage in 

these cases where the Extended Disability Coverage exceed the 12 weeks of leave mandated 

by the FMLA. 

While on Extended Disability Coverage, employees are required to report periodically to their 

supervisor, at least every two weeks, regarding the status of their condition and their intent to 

return to work. 

All medical certification must be completed and submitted to the Occupational Health section 

prior to commencement of Extended Disability Coverage.  GCRTA reserves the right to request 

additional medical information, as needed, to determine continued eligibility for coverage. 

GCRTA may also require an independent medical examination.  Occupational Health may 

require recertification from the employee every 30 days, at its discretion. 

Extended Disability Coverage cannot be used on a part-time basis to offset reduced work 

schedules after all paid leave balances have been exhausted.  Employees receiving Extended 

Disability Coverage will be classified as inactive, and therefore, not entitled to the accruals of 

vacation and sick time benefits throughout the duration of the extended disability period. 

Noncompliance with these procedures may result in the termination of Extended Disability 
Coverage.  Upon termination of the Extended Disability Coverage, the employee is expected to 
return to work immediately unless covered by the FMLA.  Failure to return to work may result in 
termination of employment. 

Employees with 1 year but less than 5 

years of service 

Up to 5 weeks of coverage paid 100% of 

salary and 5 weeks of coverage at 75% of 

salary 

Employees with 5 years but less than 10 

years of service 

Up to 10 weeks of coverage paid at 100% 

of salary and 5 weeks of coverage at 75% 

of salary 

Employees with 10 years or more of 

service 

Up to 26 weeks of total coverage. 

Coverage paid at 100% of salary for the 

first 13 weeks and 75% of salary for the 

remaining 13 weeks 
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1300.09 FAMILY AND MEDICAL LEAVE 

 
The GCRTA has instituted procedures pursuant to the Family and Medical Leave Act of 1993 
(FMLA) in order to provide employees paid and unpaid time off for family and/or medical 
reasons of the employee or employee’s spouse, child or parent or in cases of military exigent 
circumstances.  These procedures are also intended to provide a consistent process for 
employees and supervisors to follow when FMLA leave is necessary. 
 
I. Eligibility Requirements for FMLA 
 

Prior to making an application for family and medical leave under this procedure, the employee 

must meet all of the following conditions to be considered eligible: 

 The employee must have worked for the GCRTA at least twelve (12) months, or fifty-two 
(52) weeks, within the last seven (7) years.  The twelve (12) months do not need to be 
consecutive months.  For eligibility purposes, if the employee was on the payroll for only part 
of a week, the entire week will count. 

 The employee must have worked at least 1250 hours during the twelve (12) month period 
immediately before the date when the leave would begin.   
 

II. Circumstances Which Warrant Leave 

 

An eligible employee may take leave under the following circumstances: 

 A serious health condition that makes the employee unable to perform any one of the 
essential functions of the employee’s position.  This serious health condition may be a result 
of work related or non-work related injury or illness. 

 The birth of a child, and to care for that newborn child within one (1) year of birth.   

 The placement of a child for adoption or foster care and to care for the newly placed child 
within one (1) year of placement. 

 To care for a spouse, child or parent with a serious health condition.  It includes situations 
where, because of a serious health condition, the family member is unable to care for 
his/her own basic medical, hygienic or nutritional needs or safety, or is unable to transport 
himself/herself to the doctor.  It also includes providing psychological comfort and 
reassurance to a family member with a serious health condition. 

 Twenty-Six (26) work weeks of leave during a single twelve (12) month period to care for a 
covered service member with a serious illness or injury incurred in the line of duty on active 
duty if the eligible employee is the service member’s spouse, son, daughter, parent, or next 
of kin. 

 To support any “qualified exigency” arising out of the fact that the employee’s spouse, son, 
daughter, or parent is a covered military member is on active duty or called to active duty 
status. 
 

III. FMLA Intermittent Leave 

Where FMLA leave is taken to care for a sick family member or for an employee’s own serious 

health condition, FMLA leave may be taken “intermittently or on a reduced leave schedule” 

when there is a medical need.  If an employee takes leave on an intermittent or reduced leave 

schedule, only the amount of leave actually taken may be counted toward the twelve (12) weeks 

of leave.  Where an employee normally works a part-time schedule or variable hours, the 
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amount of leave to which an employee is entitled is determined on a pro rata or proportional 

basis. 

When leave is taken because of a birth or placement of a child for adoption or foster care, an 

employee may take leave intermittently or on a reduced leave schedule only if the GCRTA 

approves such leave.  An employee’s entitlement for leave for a birth or placement for adoption 

or foster care expires at the end of the twelve (12)-month period beginning on the date of the 

birth or placement.  Any such leave must be concluded within this one (1)-year period. 

In cases of a request for intermittent leave or leave on a reduced work schedule which is 
medically necessary, the employee shall advise the supervisor of the intermittent/reduced leave 
schedule and of the schedule for treatment, if applicable.  The employee and the supervisor 
shall attempt to work out a schedule, which meets the employee’s needs without unduly 
disrupting the department’s operations, subject to the approval of Occupationa l Health and the 
healthcare provider.  Intermittent leave increments are limited to a minimum of one hour 
increments. 
 
Employees must make a “reasonable effort” to schedule treatment so as not to disrupt unduly 

an employer’s operations. 

The employee will be provided with information regarding recertification requirements. 
Occupational Health will notify the employee if medical documentation is needed to extend the 
intermittent leave.  
 
Ohio Revised Code Section 4123.01, et seq., governs time away from work for occupational 

injuries. 
 
IV. Employee Benefits & Protection 

The use of FMLA leave will not result in the loss of any employment benefit that accrued prior to 

the start of an employee’s leave.  For the duration of FMLA leave, the GCRTA will maintain the 

employee’s health coverage. The employee’s healthcare premium portions will be collected 

from the first paycheck when the employee returns to work. 

Upon return from FMLA leave, employees will be restored to their original or an equivalent 

position with equivalent pay, benefits and other employment terms.  However, an employee 

returning from FMLA leave has no greater right to reinstatement or to other benefits or 

conditions of employment than if the employee had been continuously working. 

An absence covered under FMLA will not be counted under the Attendance Policy.  The Family 

and Medical Leave Policy is an umbrella policy covering Extended Disability, Short Term 

Disability and Workers’ Compensation claims and, therefore, will automatically be applied to 

each incident if the employee meets the eligibility criteria. 

All medical certifications, re-certifications, medical histories of employees or employees’ family 

members are considered confidential medical records, and will be maintained in Occupational 

Health.  Supervisors and managers will be informed of restrictions that impair the employee’s 

ability to perform work and any necessary accommodations. 

The GCRTA posts and keeps posted on its premises, in conspicuous places, whether or not it 

has any “eligible” employees, a notice explaining the act’s provisions and providing information 
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concerning the procedures for filing complaints of violations with the Department of Labor. 

Complaints alleging discrimination on the basis of application of the FMLA may also be made to 

the Office of Equal Opportunity. 

V. Applying for Leave 

Employee’s Responsibility: 

 An employee is required to give notice as soon as practicable when unforeseeable leave is 
needed. 
 

 The employee must immediately notify his/her supervisor as soon as it has been determined 
the absence will exceed three (3) days.  

 

 An employee may obtain the required Leave of Absence and Instruction Packet from his/her 
supervisor and/or Occupational Health.  The form is also located on the GCRTA Intranet 
under Forms, Occupational Health. 

 

 It is the employee’s responsibility to obtain the necessary medical documentation from the 
physician to support the medical necessity to take a leave of absence. 

 

 An employee needing FMLA leave must follow GCRTA’s usual and customary 
notice/procedural requirements absent unusual circumstances  (for example, Operators 
must abide by the contractual provisions for reporting to work or calling off from work in 
order to avoid a miss, absent unusual circumstances).  

 

 When an employee plans to take leave under this policy for elective surgery, pregnancy or 
medical treatment(s), the employee must give the GCRTA thirty (30) days’ notice.  An 
employee undergoing medical treatment is required to make a reasonable effort to schedule 
the treatment to minimize disruptions to the GCRTA’s operation.  In accordance with the 
federal regulations, when the thirty (30)-day notice is not practicable an employee must 
notify the GCRTA of the need for leave within one or two business days. 

  

 Employees needing intermittent FMLA leave or leave on a reduced leave schedule must 
attempt to schedule their leave so as not to disrupt the GCRTA’s work operation.  In 
addition, GCRTA may assign an employee to an available position with equivalent pay and 
benefits that better accommodates the employee’s intermittent or reduced leave schedule.  
GCRTA will consider contractual obligations before reassigning bargaining unit employees. 

 
In order to preserve confidentiality regarding the employee’s medical condition or that of a family 

member, all required medical documentation will be provided to Occupational Health and 

Workers’ Compensation/Risk Management personnel only.  All FMLA and Extended Disability 

medical certification will be sent directly to Occupational Health; Short Term Disability claims 

and Workers’ Compensation medical documentation will be sent directly to the Workers’ 

Compensation/Risk Management Department. 

If the employee fails to submit medical certification within fifteen (15) days to substantiate the 

absence, the effective date of approval for leave of absence under FMLA will be delayed, and 

the request may be denied.  Absences not approved under FMLA will be counted as 

occurrences under the Attendance Policy.  It is the responsibility of the employee to follow the 
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procedure outlined in this procedure upon returning to work.  The GCRTA may require an 

employee on FMLA leave to report periodically on the employee’s status and intent to return to 

work.   

Supervisor’s Responsibility: 

On the employees fourth (4th) day of absence, or as soon as it has been determined the 

employee will be off work in excess of three (3) days, the: 

Supervisor may: 

 Call the employee 

 Review eligibility under the FMLA Policy 

 Discuss how the time off will be charged 
 

Supervisor will: 

 Phone the Injury/Illness Reporting Line (216-566-5082) to notify Workers’ 
Compensation/Risk Management if the employee is applying for STD or has experienced an 
on-the-job injury/illness. 
 

Upon receipt of the Request for Leave Form for FMLA, the supervisor will send the form to 

Occupational Health.  If the supervisor has not been informed by Occupational Health within 72 

hours of learning of the need for the employee’s FMLA leave, the supervisor will verify with 

Occupational Health if the employee’s medical certification has been received, and approved or 

disapproved.  

If qualified under the FMLA, Short Term Disability, Extended Disability and Workers’ 

Compensation claims are automatically designated as FMLA.  The supervisor will complete a 

Request for Leave Form and forward it to Occupational Health. 

 

After FMLA approval or disapproval for an extended leave, the supervisor will enter the 

appropriate TIME CODE, which will not exceed an average of twelve (12) weeks of FMLA 

coverage in a rolling twelve (12) month period.   

 

The supervisor will complete a Personnel Action Form removing the approved employee from 

active status and send it to Human Resources.  If an employee has not returned to work on the 

expected return date, the supervisor will follow up with Occupational Health and Workers’ 

Compensation/Risk Management to verify whether updated physician information has been 

received.  If the employee has not returned to work by the date indicated on the Leave of 

Absence Request form and has not provided updated physician information, the supervisor will 

contact the employee by phone or in writing to determine the return to work date.  Failure to 

return to work or to submit additional and appropriate medical documentation may result in 

discipline up to and including discharge under the Attendance Policy. 

 

Occupational Health’ and Worker’s Compensation/Risk Management’s Responsibility: 

 

Occupational Health will assist the supervisor and the employee with the administration of the 

Family and Medical Leave Act. 
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 Occupational Health will verify with the supervisor, the employee’s eligibility for FMLA as 
described in this procedure and their available paid benefit allocation for FMLA by reviewing 
FMLA hours taken during a rolling twelve (12)-month period. Occupational Health will advise 
the supervisor on how to mark the employee off until appropriate medical certification has 
been approved and will inform the employee of FMLA eligibility.   
 

 In the event an employee has not provided medical certification, Occupational Health or 
Workers’ Compensation/Risk Management may notify the employee in writing of the 
requirement to provide medical information within fifteen (15) days of absence and the 
possible consequences under the Attendance Policy. 

 

 Occupational Health will send the employee and the supervisor written notice within five (5) 
business days after receipt of information, that is submitted in a timely basis and in 
accordance with this policy, of the FMLA approval/denial (via regular U.S. Mail).  In the 
event an employee has incurred an on-the-job injury/illness (OJI), the employee will be 
notified in writing of the approval of the claim. 

 

 Occupational Health, in conjunction with Workers’ Compensation/Risk Management, will 
provide a weekly lost time report on the GCRTA e-mail system that will reflect the status of 
all employees on Workers’ Compensation, STD and FMLA. 

 
VI. Medical Certification Requirements 
 

The GCRTA requires an employee who is applying for leave to submit medical certification 

within fifteen (15) days as defined in the FMLA regulations.  Certification is required when the 

application is for a serious health condition of the employee, the birth of a child and to care for 

the newly placed child, the placement of a child for adoption or foster care, to care for a spouse, 

child or parent, and to support any “qualified exigency” arising out of the fact that a covered 

military member is on active duty or called to active duty status.  Certification for occupational 

injury or illness shall be subject to completing the applicable medical certifications for Workers’ 

Compensation.  If the employee fails to submit the Certification after fifteen (15) working days, 

the leave may be denied or deferred until the required Certification is provided. 

Certification of the serious health condition shall include the date when the condition began, its 

expected duration, and a brief statement of treatment.  For medical leave for the employee’s 

own medical condition, the certification must also include a statement that the employee is 

unable to perform work of any kind, or a statement that the employee is unable to perform the 

essential functions of the employee’s position.  For a seriously ill family member, the certification 

must include a statement that the patient requires assistance and that the employee’s presence 

would be beneficial or desirable. 

If additional leave beyond the original approved leave is requested, whether for the employee’s 

own leave or to care for a seriously ill family member, medical re-certification by the individual’s 

healthcare provider is required.  In accordance with the Act, the GCRTA may request re-

certification every thirty (30) days or more.   

 Re-certification on an ongoing condition may be requested every six (6) months. 
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 If an employee’s medical certification is incomplete, an employer must specify in writing to 
an employee what information is incomplete and insufficient.  The employee will have seven 
(7) calendar days to cure any deficiency.  

 

 If an employee does not return the completed form within seven (7) calendar days, the 
employer’s representative may contact the healthcare provider for information.  In no case 
may an employee’s direct supervisor contact the healthcare provider. 

 

 Employer representative may contact an employee’s healthcare provider to verify 
certification without a HIPAA release. 

 

 Employer may contact a healthcare provider to seek health information clarification if an 
employee has signed a HIPAA release.  If an employee does not sign a HIPAA release and 
fails to have medical information clarified, FMLA may be denied. 
 

 On re-certification requests, the employer may provide the healthcare provider with 
employee’s attendance records and ask whether the need for leave is consistent with the 
employee’s serious health condition. 
 

 An employer may require re-certification when circumstances described in previous 
certification change significantly or if the employer receives information casting doubt of 
validity of certification. 
 

 If an employee fails to cure any deficiency within a reasonable timeframe, the leave request 
for that illness/injury may be denied.  

 
When the employee plans to take intermittent leave or work a reduced schedule, the 

certification must also include dates and the duration for intermittent leave or working a reduced 

schedule. 

The GCRTA has the right to ask for a second medical opinion that will be paid for and selected 

by the GCRTA.  If the employee refuses a second medical opinion, the employee may be 

subject to FMLA denial. 

With the exception of Workers’ Compensation, when it is necessary to resolve a conflict 

between the original certification and the second opinion, the GCRTA will require the opinion of 

a third doctor.  The GCRTA and the employee will jointly select the third doctor, and the GCRTA 

will pay for the opinion. This third opinion will be considered final.   

VII. Requirements for Use of Paid Time Off Benefits 

An employee must use available paid time off benefits for approved leave under this policy.  

After exhausting all eligible and available paid time off benefits, an employee may use unpaid 

time provided the total leave does not exceed the twelve (12) weeks allowed under FMLA.  

Taking unpaid leave will not affect an employee’s FLSA exemption status. 

The order of paid time off will be used as follows: 
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Bargaining Unit Employees (ATU): 

 For a serious health condition of an employee for the birth of a child (mother), and off-job 
injury/illness utilizing Short-Term Disability benefits: 
 
1. Sick Time or sick time in combination with Short Term Disability, if applicable; 
2. Unused Banked Vacation; 
3. Unused Vacation; 
4. Unused Personal Holidays;  

(Available unused vacation and then personal days may be taken prior to or after short-

term disability.  Sick time must be used prior to the use of vacation hours or personal 
time hours.) 

 

 For a serious health condition of an employee, to care for a spouse, child or parent with a 
serious health condition, the placement of a child for adoption or foster care, to support any 
“qualified exigency,” to care for a covered service member with a serious illness or injury: 
 
1. Sick Time; 
2. Unused Banked Vacation; 
3. Unused Vacation; 
4. Unused Personal Holidays; 
5. Comp Time; 
6. Unpaid time; 

 

Bargaining Unit Employees (FOP): 

 For a serious health condition of an employee, birth of a child (mother), and off-job 
injury/illness utilizing Short-Term Disability benefits: 
 
1. Sick Time or sick time in combination with Short Term Disability, if applicable; 
2. Unused Banked Vacation; 
3.   Unused Regular Vacation; 
4.  Unused Personal Holidays; 

   (Available unused vacation and then personal days may be taken prior to or after short-
term disability.  Sick time must be used prior to the use of vacation hours or personal 

time hours.)  

 For a serious health condition of an employee, to care for a spouse, child or parent with a 
serious health condition, the placement of a child for adoption or foster care, to support any 
“qualified exigency,” to care for a covered service member with a serious illness or injury: 
 
1. Sick Time 
2. Unused Vacation 
3. Unused Regular/Personal Holidays 
4. Comp Time 
5. Unpaid time 
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Non-Bargaining Employees: 

 For a serious health condition of an employee, birth of a child (mother), and off-job 
injury/illness utilizing Extended Disability benefits: 

 
1. Salary Continuation 

2. Unused Vacation 

3. Unused Personal Holidays 

4. Extended Disability Coverage, if applicable  

 

 For a serious health condition of an employee, to care for a spouse, child or parent with a 
serious health condition, the placement of a child for adoption or foster care, to support any 
“qualified exigency,” to care for a covered service member with a serious illness or injury: 
 
1.  Salary Continuation; 

2.  Unused Vacation; 

3.  Unused Personal Holidays 

4.  Unpaid Time 

 

If an employee applies for OPERS Disability while on FMLA leave, not covered by Short Term 

Disability or Worker’s Compensation, it will be processed as FMLA unpaid. This is regardless of 

any additional accrued benefit time.  

Extended disability coverage or short-term disability benefits are limited to serious health 

conditions of the employee only.  

Eligible Non-Bargaining and Bargaining Unit employees who are approved for a medical leave 

of absence for a serious health condition related to an on-the-job injury or illness will be covered 

by the Worker’s Compensation benefits in accordance with O.R.C. Section 4123.01, et seq.  

The first twelve (12) weeks of any such time will be designated as FMLA if the employee meets 

the qualification criteria. 

All eligible Non-Bargaining Employees with a serious health condition or for the birth of a child 

and who are approved for a medical leave of absence unrelated to an on-the-job injury or illness 

will use all paid benefits, personal days, prior to the use of Extended Disability Coverage. 

When the employee has used all paid time off under these guidelines, the balance of the 

approved twelve (12) weeks of FMLA will be taken as unpaid time off unless compensation is 

approved for a longer period under Workers’ Compensation or Short Term Disability/Extended 

Disability Coverage. 

VIII. Counting of Leave for the Twelve (12) Week FMLA Requirement 

An eligible employee may take up to twelve (12) weeks of FMLA leave during any twelve (12)-
month period.  The GCRTA uses a rolling twelve (12)-month period measured backward from 
the date an employee uses any leave under this policy.  Each time an employee takes leave, 
the GCRTA will compute the amount of leave the employee has taken under this policy and 
subtract it from the twelve (12) weeks available leave, and the balance remaining is the amount 
the employee is entitled to take at that time.  
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When an employee and spouse, both working at GCRTA, each wishes to take leave for birth of 
a child, adoption or foster care, the husband and wife may only take a combined total of twelve 
(12) weeks of leave.  When an employee on FMLA accepts and is placed in transitional work 
under the GCRTA’s Transitional/Alternative Administrative Policy and Procedure, available 
FMLA leave may be used for on-going treatment. 
 
IX. Maintaining Your Health Insurance Benefits During Leave 

While an employee is on paid leave, the GCRTA will continue the employee’s healthcare 

benefits during the leave period at the same level and under the same conditions as if the 

employee had continued to work.   

If the employee chooses not to return to work from an unpaid leave, including Short-term 

Disability or Extended Disability leave, for reasons other than a continued serious health 

condition, the GCRTA will require the employee to reimburse the GCRTA the employer’s portion 

of the employee’s health insurance premium during the leave period. 

When an employee is on an unpaid leave, benefits will be continued where the employer pays 

the employee and the GCRTA’s cost (the total cost) for the coverage. Upon returning to work, 

the employee will have one retroactive healthcare benefit payment deducted covering the 

employee’s share or until completely repaid, unless a thirty (30) day grace period is requested.  

If an employee’s premium payment is more than thirty (30) days late, the GCRTA will end the 

employee’s health insurance coverage.  The GCRTA will provide written notice to the employee 

that the payment has not been received and will be mailed to the employee at least fifteen (15) 

days before coverage ends.   

An employee who is approved for Workers’ Compensation benefits will be required to maintain 

benefits as described above with the exception of those medical bills authorized as payable 

under Workers’ Compensation. 

 

X. Returning to Work 
 
An employee who takes leave under these procedures will be able to return to the same 
position the employee held when the leave commenced, or to an equivalent position with 
equivalent benefits, pay, and other terms and conditions of employment provided the employee 
is able to perform the essential functions of the position.   
 
After the employee is medically cleared by his/her physician after having lost time from work, 
the employee must: 
 

 Notify the Worker’s Compensation/Risk Management staff for Workers’ Compensation/Short 
Term Disability claims or Occupational Health for FMLA requests that she/he has been 
released for work. 
 

 Provide Occupational Health with a release from the physician to return to work two (2) days 
prior to the return to work date.  If the employee has been off work for more than ninety (90) 
days and is returning to a safety sensitive position, the employee will be sent for drug testing 
and a fitness for duty exam prior to returning to work.  Occupational Health will schedule the 
testing when the employee submits the return to work documentation. 
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 Submit a copy of the medical release to his/her supervisor before returning to work. 
 

 GCRTA may require that the medical release (fitness for duty certification) specifically 
address the employee’s ability to perform the essential functions of the employee’s job.  

 

 Where reasonable job safety concerns exist, GCRTA may require a fitness for duty 
certification prior to return to work from intermittent leave. 

 
An employee who does not present the appropriate documentation may be sent home, may not 

return to work, and will not be paid. 

When the employee returns to work, the supervisor will: 

 Call the Injury/Illness Reporting Line (216-566-5082) and confirm the employee’s return to 
work for Workers’ Compensation/STD and Occupational Health for “FMLA only” requests. 

 
XI. Unlawful Acts by Employers 
 

FMLA makes it unlawful for any employer to: 
 

 Interfere with, restrain, or deny the exercise of any right provided under FMLA; 

 Discharge or discriminate against any person for opposing any practice made unlawful by 
FMLA or for involvement in any proceeding under or relating to FMLA. 

 
XII. Enforcement 
 

An employee may file a complaint with the U.S. Department of Labor or may bring a private 
lawsuit against an employer. (www.wagehour.dol.gov) 
 
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any 
State or local law or collective bargaining agreement which provides greater family or medical 
leave rights. 
 
XIII. Definitions 

Automatic Designation:  FMLA will automatically be applied to all employees utilizing Workers’ 

Compensation, Extended Disability Coverage and Short Term Disability who meet the FMLA 

qualifying criteria. 

Continuing Treatment: Includes: Treatment two (2) or more times, within thirty (30) days of the 

first day of incapacity, unless extenuating circumstances exist, by a healthcare provider, by a 

nurse under direct supervision of a healthcare provider, or by a provider of healthcare services 

(e.g., physical therapist) under orders of, or on referral by, a healthcare provider; or Treatment 

by a healthcare provider on at least one occasion which results in a regimen of continuing 

treatment under the supervision of the healthcare provider, for example, a course of medication 

or therapy to resolve the health condition. 

Covered Military Member:  The employee’s spouse, son, daughter, or parent on active duty or 

call to active duty status. 
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Covered Service member:  A current member of the Armed Forces, including a member of the 

National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is 

otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a 

serious injury or illness incurred in the line of duty on active duty. 

Employee:  An employee is one who “follows the usual path of an employee” and is dependent 

on the business for which he/she serves; or whose name appears on the employer’s payroll. 

Employer:  FMLA uses the broad definition of an employer (same as in the Fair Labor 

Standards Act) “any person who acts, directly or indirectly, in the interest of any employer to any 

of the employees of such employer.” 

Equivalent Position:  An equivalent position is one that is virtually identical to the employee’s 

former position in terms of pay, benefits and working conditions, including privileges and status. 

Healthcare Provider:  A doctor of medicine or osteopathy who is authorized to practice 

medicine or surgery by the state in which the doctor practices; or any other person determined 

to be a healthcare professional in accordance with the Act. 

Intermittent Leave: A leave taken in separate blocks of time due to a single illness or injury, 

rather than for one continuous period of time, and may include periods of leave from an hour or 

more to several weeks.  Examples of intermittent leave would include leave taken for 

chemotherapy that includes time taken on an occasional basis for a medical appointment, or 

leave taken several days at a time spread over a period of six (6) months.  Uses of paid leave 

balances are limited to a minimum of one (1) hour for intermittent leave time.   

Medical Certification:  A certification provided and issued by a healthcare provider of the 

employee or the employee’s ill family member.  This form identifies the practitioner and type of 

medical practice (including pertinent specialization, if any) and contains the date and the 

information required in Section 825.306 of the Federal Regulations.  The medical 

documentation received for Short Term Disability/Extended Disability or Workers’ Compensation 

will be considered adequate medical certification for FMLA. 

Parent:  Biological, adoptive, step or foster father or mother (does not include parents-in-law), 

or any other individual who stood in “loco parentis” to the employee when the employee was a 

son or daughter.  Periodic visits for chronic serious health conditions:  defined as at least two 

visits to a healthcare provider per year. 

Reduced Leave Schedule: A leave schedule that reduces an employee’s usual number of 

working hours per workweek, or hours per workday.  In other words, a reduced leave schedule 

is a change in the employee’s schedule for a period of time, normally from full-time to part-time.  

Such a schedule reduction might occur, for example, where an employee, with the supervisor’s 

agreement, works part-time after the birth of a child; or because an employee who is recovering 

from a serious health condition is not strong enough to work a full-time schedule. 

Rolling twelve (12) month period: The method GCRTA uses to count an employee’s leave 

entitlement for FMLA.  This is a twelve (12)-month period measured backwards from the date 

leave is used. 

Serious Health Condition: A condition covered under FMLA; an illness, injury, impairment, or 

physical or mental condition that involves: 
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 Any period of incapacity or treatment in connection with or consequent to in-patient care 
(i.e., an overnight stay) in a hospital, hospice, or residential medical care facility; 
 

 Any period of incapacity requiring absence from work, of more than three (3) consecutive 
calendar days, that also involves continuing treatment by (or under the supervision of) a 
healthcare provider. 

 

 Regarding the definition of a serious healthcare condition that involves more than three (3) 
consecutive, full calendar days of incapacity plus “two (2) visits to a healthcare provider”: 
The two visits to a healthcare provider must occur within thirty (30) days of the beginning of 
the period of incapacity and the first visit to the healthcare provider must take place within 
seven (7) days of the first day of incapacity. 

 

 Regarding the definition of a serious illness that involves more than three (3) consecutive, 
full calendar days of incapacity plus a regimen of treatment, the final rule clarifies that the 
first visit to the healthcare provider must take place within seven (7) days of the first day of 
incapacity. 

 

 Continuing treatment by (or under the supervision of) a healthcare provider for a chronic or 
long-term health condition that is incurable or so serious that, if not treated, would likely 
result in a period of incapacity of more than three (3) calendar days; and for prenatal care. 

 

 Voluntary or cosmetic treatments (such as most treatments for orthodontia or acne), which 
are not medically necessary, are not “serious health conditions” unless inpatient hospital 
care is required. 

 
Short-term Disability or Extended Disability Coverage: Paid time off benefit provided to 

eligible bargaining and non-bargaining employees up to a maximum of twenty-six (26) weeks. 

Son or Daughter: A biological, adopted, or foster child, a stepchild, a legal ward, or a child of a 

person standing “in loco parentis,” who is either under age eighteen (18) or age eighteen (18) or 

older and “incapable of self-care because of mental or physical disability” at the time that FMLA 

leave is to commence. 

Spouse: A husband or wife as defined or recognized under State law for purpose of marriage 

(Ohio legally married).  

Workers’ Compensation: Paid time off provided to an eligible employee covered under and 

authorized by the Ohio Revised Code Section 4123.56. 

 

 

1300.10 VACATION LEAVE 

 

Credit will be given for all hours in active pay status, including vacation and sick time, but not for 

any time in an unpaid leave of absence status or while receiving extended disability or workers’ 

compensation benefits.   

Vacation time can be taken in a minimum of one (1) hour increments.  
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Employees who transfer jobs that result in a change in their non-bargaining or bargaining status 

shall have their vacation hours handled as follows: 

Bargaining to Non-Bargaining Job Transfer 

a. Employees will earn vacation hours at the accrual rates defined in the vacation policy. 
 

b. The rate of accrual will begin the first full pay-period following the effective date of the job 
transfer. 

 
c. Employees may use available vacation hours at the discretion of the department director as 

necessary to minimize any disruption of service and to meet the operation needs of the 
department. 
 

d. Vacation hours earned as a bargaining employee will be pro-rated based on the straight 
time hours worked from January 1 to the effective date of the transfer.    
 

e. All banked vacation hours will be cashed out after completion of six months in the non-
bargaining position. Banked hours approved for use prior to completion of six (6) months will 
be paid at the applicable banked rate. 
 

f. All unused current vacation hours will transfer with the job change and will be paid at the 
current rate of pay when utilized. 
 

Non-Bargaining to Bargaining Job Transfer 

 

a. During the probationary period, employees will earn vacation hours based on the straight 
time hours worked as stated in the ATU and FOP labor agreements. 
 

b. Eligible vacation hours will be allocated on January1 of each year based on straight time 
hours worked beginning from the job transfer date through December 31 of the previous 
calendar year. 
 

c. Accrued vacation hours earned as a non-bargaining employee will be applied as part of the 
January 1 allocation. 
 

d. Vacation hours earned as a bargaining employee will be pro-rated based on the straight 
time hours worked beginning from job transfer effective date through December 31. 
 

e. All unused carryover vacation hours will transfer with the job change and the rate of pay will 
be frozen at the rate of pay in effect at the time of the job transfer.  The employee will be 
paid at the frozen rate of pay when utilized. 
 
 

1300.11 JURY DUTY 

 
Employees who have been summoned to jury duty shall turn in to their supervisor a copy of the 
summons for jury duty.  The supervisor will then enter this information into the timekeeping 
system so that the employee can be compensated for time served during the employee's 
normal working hours. 
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The employee shall also submit a copy of the summons for jury duty to the Supervisor of Payroll 
and Timekeeping. 
 
Any compensation or reimbursement for jury duty when such duty is performed during the 

employee's normal working hours, will be turned over to the Director of Accounting at the time of 

receipt from the court.  Warrants or checks received in the name of the employee must be 

endorsed before being submitted to the Director of Accounting for deposit. 

 

 

1300.12 MILITARY RESERVE LEAVE 

 
Employees granted such leaves(s) of absence not exceeding 31 days in any one calendar year 

will be eligible to receive the difference between military pay and the employee’s rate of pay for 

a comparable period of work as outlined in the procedures below.  Such payment by the 

GCRTA will be made only for mandatory duty and not for voluntary duty.  Benefits will be 

continued during such leave.  If an employee elects to take vacation at the same time as military 

leave of absence, the employee will waive the right to eligibility of differential pay from the 

GCRTA. 

 

If employees are not compensated by the military, they will not be reimbursed by GCRTA.   

Checks for military duty differential will be processed at the next regularly scheduled payroll run 

after approval by the Human Resources Department. 

Mandatory military duty normally consists of one weekend drill, Saturday and Sunday, per 

calendar month and one active duty-training period per year up to a maximum of (15) fifteen 

consecutive calendar days.   There are also certain types of emergencies during which 

reservists may be activated. 

 

A copy of the orders to report for mandatory duty must be submitted to the immediate 

supervisor upon receipt.   Upon completion of the mandatory duty, the employee should present 

a copy of the military orders and pay voucher(s) to their immediate supervisor.   The supervisor 

will forward copies of each document to the Human Resources Department.   Payment will not 

be made without either of these documents. 

 

An employee who attends mandatory weekend drills, which are on the employee’s regularly 
scheduled work day(s), will be paid as follows: 
 

 When the employee attends a multiple drill on a weekend day, 8 hours times the employee’s 
rate per hour less the military multiple drill pay less pay for the time worked that day at 
GCRTA by the employee and /or less holiday pay, vacation pay and other pay for time not 
worked that day. 

 

 When the employee attends a single drill on a weekend day, 4 hours time the contract rate 
per hour less the military single drill pay less time worked that day at GCRTA by the 
employee and/or less holiday pay, vacation pay and other pay for time not worked that day. 

 

An employee who attends mandatory annual training active duty up to a maximum of fifteen (15) 

consecutive calendar days will be paid as follows: 
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 For each regularly scheduled workday 8 hours times the employee’s rate less base military 
pay for that day, less pay for any time worked that day at GCRTA by the employee, and/or 
less holiday pay, vacation pay, and any other pay for time not worked that day. 
 

Amounts paid for basic allowance for quarters (BAQ) and travel expenses will not be included in 
the amount calculated as the employee’s pay for military duty. 
 

Any former employee, within ninety (90) days after honorable or general discharge from service 

in the Armed Forces of the United States or other United States government service in 

connection with the prosecution of war, or due to status in the Reserved Forces, National Guard 

or other similar defense organizations, shall be entitled to reinstatement to a position in the 

same classification and organizational unit as the former position.  If the reservists /employee is 

unqualified for the former position as a result of a disability sustained while in the service, 

GCRTA will attempt to place the employee in a position with like seniority, status, and pay or the 

nearest approximation that is consistent with the circumstances of the employee.  If no vacancy 

exists in the classification, the incumbent shall be laid off or demoted under these rules to 

provide a place for the returned employee.  If the classification of the former employee has been 

abolished, the Deputy General Manager of Human Resources shall place the employee’s name 

on the reinstatement list for certification for any other position which the employee is capable of 

filling. 

Any former full-time regular employee who has made application for reinstatement within ninety 

(90) days after an honorable or general discharge may be granted a leave of absence by the 

General Manager for the purpose of attending educational institutions under the G.I. Bill of 

Rights. 

 

 

1300.13 UNPAID LEAVES OF ABSENCE 

 

A non-bargaining employee, while on unpaid leave of absence, shall not accumulate sick or 
vacation time, or be paid holiday or personal holiday time.  However, the time spent on an 
authorized leave of absence is to be counted in determining length of service with the GCRTA.  
 
Healthcare benefits shall continue through the end of the calendar month in which the unpaid 
leave of absence begins.  Thereafter an employee may elect to continue healthcare benefits 
subject to COBRA provisions.   For Family and Medical Leave, healthcare benefits will continue 
for up to twelve weeks as specified in the FMLA procedures (See 1300.09).  
 
Upon return to work from an unpaid leave of absence of 12 weeks or less, an employee shall be 

assigned to the position which he or she formerly occupied, or to a similar position if his or her 

former position has been filled or no longer exists.  For absences in excess of 12 weeks, the 

GCRTA will attempt to place employees in the same position or a position of comparable 

responsibility and pay.  However, the GCRTA shall have no obligation to place the employee if 

the same position or a comparable position is no longer available.   

An unpaid disability leave may be granted to an employee when a certified medical condition 
prevents an employee from returning to work immediately following expiration of short-term 
disability benefit period.  GCRTA reserves the right to terminate the disability leave at any point. 
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1300.14  WORKERS’ COMPENSATION 

The employee, supervisor, Workers’ Compensation/Risk Management staff and Occupational 

Health staff all have specific responsibilities in the injury/illness process as follows: 

Employee’s Responsibilities 

 In the event of a life-threatening occupational injury/illness, seek emergency treatment 
immediately; 

 

 In the event of a non-life threatening occupational injury/illness, immediately notify his/her 
manager/supervisor; 
 

 Complete the GCRTA Employee’s First Report of Injury/Occupational Illness form (Form 71-

527). This form should be completed in its entirety as soon as possible and no later than 24-
hours after the occurrence takes place; 

 

 If unable to return to work, contact the Workers’ Compensation/Risk Management staff and 
communicate regarding status of disability, estimated return to work date, and/or information 
regarding the ability to return to transitional duty; 
 

 The employee must contact their Supervisor while off work to provide updates of the status 
of their leave. The employee and supervisor should discuss and agree on a reporting 
schedule. 

 

 Once released to return to work, a copy of the release should be faxed to the Workers’ 
Compensation/Risk Management Department (216.771.4426) and contact the assigned 
Claims Examiner by phone. 

   

 If the employee is off less than 90 days, a return to work examination may not be 
required.  The employee should contact the District directly and submit a copy of the 
release upon arrival; 

 

 If the employee is off greater than 90 days, a return to work physical is required.  The 
Workers Compensation/Risk Management staff will notify Occupational Health and 
forward a copy of the release, as well as notifying the District that the employee has 
been released.  Occupational Health will schedule the return to work physical and non-
DOT drug screen for safety sensitive employees. They will also notify both the 
employee, District, and Workers’ Compensation/Risk Management staff of the results.   
 

Supervisor’s Responsibilities 

 Immediately furnish the employee with a copy of the Employee Injury Packet/Instructions.  
This packet contains information that includes a list of GCRTA’s preferred medical providers 
and other relevant forms; 

 

 If the employee’s injury requires hospital treatment the supervisor must notify the following 
personnel: 

 
 District Director 
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 Load Dispatcher (216.566.5135 to page Safety) 
 The supervisor must immediately call the Injury/illness Report Line to report all 

injuries/illnesses (216.566.5082) 
 

 Review the Employee’s First Report of Injury/Occupational Illness  form (Form 71-527) for 

completeness and accuracy; if the form is not completed in its entirety or contains inaccurate 
information, the supervisor should return it to the employee for completion/correction; 

 

 Conduct an investigation of the injury/illness.  Photographs should be obtained when 
appropriate and video footage should be obtained and provided whenever possible; 

 

 Obtain GCRTA Occupational Injury/Illness Witness Statements (Form 71-529) from any 

employee in the area.  Statements should be taken even when employees in the area state 
that they did not witness the injury/illness taking place.   

 

 Complete the GCRTA Supervisor’s Report of Occupational Injury/Illness (Form 71-530).  
The supervisor must sign the report prior to sending it to the Workers’ Compensation 
section; 

 

 In the event that the employee will be off work due to injury for greater than three (3) days, 
inform the employee that Family and Medical Leave (FMLA) will be used to cover up to the 
first twelve (12) weeks of lost time; 

 

 Set up a reporting schedule with the employee to discuss updates of the employees’ status 
while off work. 

 

 Complete a Personnel Action form and identify the employee status as either: 
 

1. FMLA workers compensation – off work; or 
2. Workers’ Compensation – off work not eligible for FMLA 

 

 Enter the correct information in the application payroll system, e.g., Hastus, Kronos, etc. 
 

 Maintain communication with the Risk Management staff regarding the status of the 
employee; 

 

 Monitor the Weekly Lost Time Report; 
 

 If the employee returns to work and presents documentation indicating that he/she is 
released to full duty and the Workers’ Compensation/Risk Management section has not 
previously notified the District of a release, the manager should fax a copy of the release to 
the Workers’ Compensation/Risk Management section.  The employee may be permitted to 
return to work if he/she has been off less than 90-days due to injury/illness.  If the 
employee’s absence exceeds 90-days, he/she must submit for a return to work physical and 
non-DOT drug screen for safety sensitive employees.  Once cleared, the employee will be 
permitted to return to work. 
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For additional detail regarding return to work process, please contact the Risk Management 

staff at 216.566.5082. 

The Employee’s First Report of Injury/Occupational Illness and Supervisor’s Report of 

Occupational Injury/Illness forms should be submitted to the Worker’s Compensation section 

within 24 hours of the injury/illness occurrence.  Forms can be submitted via inter-office mail or 

e-mailed to the WORKCOMP e-mail box. 

For purposes of this reporting, illness refers to occupational illnesses, not common cold, 

influenza, etc. 

For additional detail regarding the appropriate completion Injury/Illness forms, reference Risk 

Management’s Standard Operation Procedure #1 document. 

 

 
1300.15 TRAINING  

 

To ensure that all employees are able to perform competently in their current position and are 

able to prepare for future appointments/promotions, the GCRTA has established guidelines that 

shall govern all formal training provided for employees of the Greater Cleveland Regional 

Transit Authority. 

Training shall be defined as classes, courses of study, and seminars that are conducted 

internally (at the GCRTA or by GCRTA staff) or externally (at or by public and private 

institutions). 

Training provided by a vendor as part of a contract for the purchase of equipment, supplies, or 

services is not covered by this procedure. 

In order that training is provided in a cost-effective manner, the following procedures outline the 

process by which all Executive Management Team members, Department Directors, and 

supervisors arrange for employee training and development. 

 

To Request External Training 

 

Requests for training must be received no later than 30 days prior to the program.  All training 

requests must be forwarded to the Training and Employee Development Department for 

approval decision. A complete External Seminar Request form and other supportive 

documentation describing the training must accompany the request. Incomplete forms will be 

returned to the requesting employee and supervisor, and not approved for an approval decision. 

Employees are required to complete all documentation and/or registration information needed 

by external training vendors to ensure proper enrollment for their requested and approved 

training.  

Employees are responsible for having their supervisor complete the justification for request 

section of the form.  Both the employee’s immediate supervisor and the Department Director 

must approve the request prior to the form being submitted to the Training and Employee 

Development Department.  



 

Updated 10/15 71  

Each registrant is asked to complete an evaluation of the program and furnish it to the Training 

and Employee Development Department within seven (7) days following the date of training.   

All cancellations or changes in the approved requests must be handled through the Training and 

Employee Development Department.  Cancellations must be received at least 2 weeks prior to 

the date of the program.  No shows will be handled on a case-by-case basis.  Departments may 

be charged for registration fees for no shows. 

Conference requests should not be submitted to the Training and Employee Development 

Department for approval.  These activities must be budgeted by the individual departments for 

their employees. 

 

 

1300.16 TUITION REIMBURSEMENT 

 
The Tuition Reimbursement Program (TRP) shall be available to all eligible Greater Cleveland 

Regional Transit Authority employees who have been employed by the GCRTA for at least six 

months.  

 
Qualifications 
 
A. Eligible employees must be full-time and must have successfully completed six months 

working for the Authority.  
 
B. Courses must be pre-authorized from the Human Resources Division, Department of 

Training and Development in consultation with the employee’s supervisor. 

 

C. Courses must be taken during non-working hours.  

 

D.  Employees must maintain regular full-time employment with RTA throughout the period in 

which the course is taken and must be employed at RTA at the time of actual 

reimbursement. 

 

Retention Agreement 

 

If an employee should voluntarily leave employment with the GCRTA within 24 months of 

receiving tuition reimbursement, the employee will be required to repay the GCRTA a portion of 

the tuition reimbursement payments made in the 24 prior months of employment. The 

repayment amount will be according to the schedule below: 

 

Months: Repayment %: 

0 – 6 100% 

7 – 12 75% 

13 – 18 50% 

19 – 24 25% 
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Eligible Educational Programs 

 

 Associate’s Degree 

 Bachelor’s Degree 

 Master’s Degree 

 Doctorate/Professional Degree 

 Approved Professional Certification Programs 
 

All institutions must be accredited by the Higher Learning Commission (i.e., North Central 

Association of Colleges and Schools) U.S. Department of Education Council for Higher 

Education Accreditation. 

 

TRP supported programs include graded degree and some non-degree classes that are 

essential for the job. Workshops and seminars will continue to be requested and approved 

through your supervisor. 

 

Professional certification courses/programs, workshops and seminars must be requested and 

approved through your Deputy General Manager or Executive Director and the Training and 

Development Department via External Seminar Request Form. Each Division will be 

responsible for funding of approved professional certification course/program requests. 

  

Maximum Reimbursement Amounts 

 

Program: Maximum Per 

Calendar Year: 

Maximum Benefit: 

Associate’s Degree $2,000 $4,000 

Bachelor’s Degree $5,000 $15,000 

Graduate Degree $6,000 $18,000 

 

 Employees cannot receive tuition reimbursement for more than one Associate’s degree. 

 Employees cannot receive tuition reimbursement for more than one Bachelor’s degree. 

 Employees cannot receive tuition reimbursement for more than one advanced degree 
(Master’s, Doctorate/Professional Degree). 
 

Expenses Reimbursed 

 

 Tuition is reimbursed for actual tuition paid by the employee, minus any financial awards 
(i.e. scholarships and grants). Student loans that must be repaid are not included as 
financial awards. RTA will only reimburse the tuition NOT covered by other financial sources 
and only within the maximum dollars allowed per employee. 
 

 A repeat course will not be reimbursed. 
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All tuition reimbursement is based on grades received. All employees will be reimbursed 

according to the following scale: 

 

    Grade    Reimbursement 

A 100% 

B 90% 

C 70% 

Certificate courses and those that are not awarded letter grades require documentation of 

“satisfactory” completion and will be reimbursed at 100%. 

 

Application Procedure 
 

A. For approval of tuition reimbursement, the employee must complete a Tuition 
Reimbursement Application form. The TRP forms are available from your supervisor, 
department head, or the Training & Employee Development Department. 

 
B. A copy of your course of study and degree requirements from the college catalogue must be 

attached with your TRP form. The Training & Employee Development Department must also 
be notified in writing if there are any changes in the course of study. 

 
C. Applications must be submitted at least 30 days BEFORE each term begins. Applications 

received after this deadline may not be processed. 
 
D. Return completed form to the Training & Employee Development Department. A copy of the 

application form will be returned to the employee upon receipt of course grade(s). 
 
E. Should a TRP form be returned to the applicant for completion, the employee must resubmit 

the form within five working days or the application may be rejected. 
 
F. Should an application be rejected, the applicant may appeal the decision within five working 

days, in writing, to the DGM of Human Resources. Final resolution shall be made by the 
DGM of Human Resources. 

 
All applications and information related to tuition reimbursement must be sent to:  Tuition 
Reimbursement Program, Training & Employee Development Department 
 
Reimbursement Procedure 
 

Upon successful completion of the approved course, the employee must forward: 
 
1. An official paid receipt for the course, and 
2. The official original grade slip for the course. 

 
Both the paid receipt and the original grade slip will be returned to the participant. 
 
The Training & Employee Development Department will process and forward the appropriate 
documentation to the Accounting Department within ten (10) days upon receipt. Reimbursement 
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checks will be sent directly to the employee, at their address on file, from the Accounting 
Department. 
 
If an employee is terminated before completion of the approved course(s), the employee will 

NOT be eligible for any type of tuition reimbursement. 

 

Additional Information 

 

 Income tax on tuition reimbursement benefits, if applicable, is the responsibility of the 
employee.  

 

 RTA reserves the right to limit participation in this program if expenditures exceed the 
allocation in the annual budget. 

 

 RTA reserves the right to discontinue or modify the TRP without prior notice. 

 

 The CEO, General Manager/Secretary-Treasurer shall establish application and 
reimbursement procedures necessary to carry out the tuition reimbursement policy. 

 

 Please contact the Department of Training and Employee Development for more 
information. 

 
 
1300.17 CLOCKING IN AND OUT  
 

The Fair Labor Standards Act requires a standardized rounding procedure for non-exempt 

employees who clock in and out at the beginning and end of their shifts in order to ensure that 

employees are properly compensated for all time worked.  The following procedures will apply: 

 

1.  Employees must report to work on time and are not permitted to work outside of their 

normally scheduled shift without proper approval. Working ‘off the clock’ is prohibited. 

 

2. Employees who clock in up to five minutes before or after the start of their shift and/or who 

clock out up to five minutes before or after their stopping time will be paid for their scheduled 

work hours. Employees who work outside of these windows will be paid to the minute.  

 

3. While employees will be paid for time actually worked, employees who work outside of these 

window parameters, without prior authorization, will be subject to appropriate levels of 

discipline, up to and including discharge. 

  

4. Clock in and out within the five (5) minute parameter, but after the start of an employee’s 

shift or prior to the end of an employee’s shift will still be subject to the GCRTA’s Attendance 

Policy regarding tardy and leaving early incidents.  

 

5.  Supervisors will be held accountable to ensure the above clocking in and out procedures are 

strictly applied. 
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Section 1400 – Employee Standards of Conduct 

 

1400.01 EMPLOYEE ATTENDANCE 

 

In order to provide quality service to its customers, both internal and external, the GCRTA 

requires its employees to be punctual and to maintain good attendance.  Toward that end, the 

GCRTA has established an Attendance Policy that outlines the GCRTA’s attendance standards 

and provides a disciplinary guideline for employees and supervisors to follow in the event an 

employee’s attendance does not meet the standard.  

Department directors and supervisors are responsible for informing employees of the policy and 

for its enforcement, including application of discipline to correct the attendance problem.  The 

GCRTA also encourages positive health practices by its employees through its Wellness 

Program and healthcare plans to assist the employee in maintaining a good attendance record. 

Copies of the Attendance Policy are in available on the GCRTA Intranet under the Policies tab.  

 

1400.02 EMPLOYEE PERFORMANCE CODE 

 

The Employee Performance Code applies to all employees, regardless of their job classification.  

It represents the boundaries within which employees perform their duties and responsibilities.  

When employees’ actions are in accordance with the code, we maintain a productive, safe and 

pleasant working environment.   

Each of the rules describes what is required of an employee and what is unacceptable.  Also 

included are definitions of terms and a statement of purpose of the rule.  The Performance Code 

is not all-inclusive.  Employees must comply with all policies and specialized department rules, 

even if they are not specifically mentioned within these rules.  The GCRTA reserves the right to 

amend or revise its rules from time to time. 

The GCRTA relies on its employees to abide by all rules it sets forth. 

Copies of the Employee Performance Code are available on the GCRTA Intranet under the 

Policies tab.  

 

1400.03 POSITIVE DISCIPLINE 

Positive Discipline is a performance management system designed to build commitment and 
responsibility among employees by recognizing good performance and assisting employees to 
succeed through coaching. 
 
The goal of the Positive Discipline Program is to develop and maintain an employee work force 
committed to delivering high-quality service by emphasizing the individual employee’s 
responsibility for his/her own performance and behavior.  This is accomplished through 
recognition, coaching for performance enhancement, coaching for problem-solving and formal 
discipline. 
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Copies of the Positive Discipline Policy are available on the GCRTA Intranet under the Policies 

tab. 

 

 

1400.04 GUIDELINES GOVERNING THE TAPE RECORDING OF CONVERSATIONS 
 

The GCRTA has established guidelines for the tape recording of telephone conversations, office 

meetings and office conversations concerning the GCRTA business.  

 

GCRTA employees shall not record any telephone conversation involving the discussion of 

GCRTA business unless at least one of the following apply: 

 

Telephone Conversations 

 

1. All parties first consent either verbally or in writing; 
2. A distinctive tone sounds every 15 seconds during the recording; or 
3. The party intending to record the conversation notified the other party, at the beginning and 

at the end of the conversation, that the call is being recorded. 
 

Office Meetings and Conversations: 
 

The tape recording by GCRTA employees of internal office meetings, conversations, and oral 
communications involving the discussion of matters pertaining to the business affairs of the 
GCRTA is prohibited unless all parties first consent either verbally or in writing.  An internal 
office meeting is defined as an assembly of two or more GCRTA administrative personnel for 

the purpose of discussing matters relating to the conduct of GCRTA business. 

This policy shall not apply to public meetings of GCRTA Board of Trustees or any other meeting 

or forum involving the discussion of GCRTA business that is open to members of the general 

public, including, but not limited to, public hearings. 

It shall be the responsibility of each individual employee to comply with this policy and all 

federal, state and local rules and regulations governing the tape recording of telephone 

conversations.  Violations of this policy will be subject to disciplinary action up to and including 

termination.  

 

 

1400.05 BUSINESS CASUAL DRESS 

 

The GCRTA has established a business casual dress policy for all days of the year.  Given the 

nature of their jobs, this policy will not apply to those individuals in classifications that require the 

purchase of, or are provided, uniforms.  These employees are exempt from Business Casual 

Dress.   

 

“Business casual dress” is defined as casual attire that is different from normal business dress, 

yet still conveys a professional image.   
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Employees are allowed to wear: 

 

 Khakis; cotton slacks; cords 

 Collared shirts 

 Casual dresses and skirts of appropriate business length 

 Casual shirts and blouses with collars 

 Sweaters; turtlenecks 

 Loafers; flats 
 

The following are examples of what are not considered acceptable under the GCRTA’s 

business casual dress policy. 

 Jeans; sweatpants; bib overalls; capri pants; stirrup pants 

 T-shirts; hooded shirts 

 Jogging suits 

 Athletic shoes; sneakers; hiking or work boots; stirrup pants 

 Shorts; miniskirts; skorts; leggings 

 Spandex; tank tops; halter tops; tube tops; backless tops; tight, revealing clothing; bare 
midriffs; evening wear; dresses/skirts with revealing splits, sheer, see through/revealing 
tops; crop tops; low, revealing necklines 

 Bandanas; hats/caps worn indoors 
 

While the ultimate decisions of appropriateness will be left to supervisors, it is expected that 

common sense and good taste will dictate choices.  All attire should convey a professional 

image and presentable to do business with members of the public.  Appropriate business dress 

may be required for attendance at meetings inside or outside the office.   Employees dressed 

inappropriately may be asked to change their clothes or be sent home. 

 

 

1400.06 COMPLAINT PROCEDURE 

 

Employees are encouraged to discuss freely and fully with their immediate supervisor any 

questions concerning their duties, responsibilities, and working conditions.  Dealing with 

employee questions as they arise is part of everyday supervision. 

Any employee may also discuss personal problems that are work-related with his or her 

immediate supervisor in complete confidence.  However, if a job-related action is indicated, the 

immediate supervisor will consult the appropriate persons in order to attempt to resolve the 

problems. 

The GCRTA recognizes, however, that not all problems can be satisfactorily handled in this 

manner and therefore has established a complaint procedure that assures the employee of 

careful, impartial, and prompt consideration of any problem or complaint.  Individuals who have 

a work-related complaint are encouraged to avail themselves of the procedures outlined in 

Section A of this procedure. 

The GCRTA further recognizes that employees may dispute their eligibility for overtime under 

the Fair Labor Standards Act (FLSA) and corresponding deductions (docking) under that 
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regulation.  The GCRTA is committed to abiding by the FLSA (See Section's 400.02; 400.04; 

and 400.05).  However, in the event that an employee does dispute their exempt status, they 

may avail themselves of the complaint procedure set forth in Section B. 

Section A 

Non-bargaining employees will use the following complaint procedure.  Employees covered by 

the collective bargaining agreements shall use the procedure outlined in their Agreement.  The 

provisions of this procedure are not applicable to the Executive Management Team. 

Employees who have been terminated may appeal their termination directly to Step 4 of this 
procedure.  Employees who have been laid off are not eligible to use this procedure. 
 

Step 1: Employees may present concerns in writing to their supervisor within 10 work days of 
the event which is the source of the complaint.  This written notice shall set forth specifically the 
alleged facts, act or failure to act giving rise to the complaint as well as the specific provision(s) 
of the Personnel Policies and Procedures Manual affected.  The supervisor shall meet with the 
employee and submit a response within a reasonable time. 
 

Step 2: Appeal from the response of the supervisor shall be made to the departmental Director 
within 10 work days of the date of the response of the supervisor.  The complainant shall be 
notified of the time and place of a meeting that shall take place within a reasonable time from 
the date on which the appeal is received.  The departmental Director shall notify the employee 
of his/her decision. 
 

Step 3: Appeal from the decision of the departmental Director may be made to the Deputy 

General Manager of the affected division within 10 work days of the date upon which notification 

has been given of the decision of the departmental Director.  The Deputy General Manager 

shall notify the complainant and shall conduct a hearing on the matter within a reasonable time 

after the appeal is received.  The Deputy General Manager shall render a decision and shall 

present it to the complainant within a reasonable time following the hearing. 

 

Step 4: Appeal to the CEO/General Manager/Secretary-Treasurer shall be made in writing no 

later than 10 days after notice of the decision by the Deputy General Manager.  The 

CEO/General Manager/Secretary-Treasurer or his/her designee shall notify and meet with the 

complainant on the matter within a reasonable time after the appeal is received.  The 

CEO/General Manager/Secretary-Treasurer shall issue a decision and deliver it to the 

employee.  The decision of the CEO/General Manager shall be final. 

 

At no step in this process shall an employee be permitted to tape record the meeting. 

 

Section B 

 

All non-bargaining employees shall use the following complaint procedure for disputes regarding 

alleged violations of the FLSA.  Employees covered by the Collective Bargaining Agreements 

shall use the grievance procedure outlined in their Agreement. 

 

An employee who believes that they have been improperly classified as exempt or that their 

paycheck has been improperly docked may file a written complaint outlining why the 
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classification should not be considered exempt or the specific dates, amounts and circumstance 

regarding when the alleged improper docking occurred.  This written complaint should be 

submitted to the Director of Employment and Recruitment  

After receipt of the complaint, the Director of Employment and Recruitment will investigate the 

allegations with the assistance of the Director of Accounting.  After review, if the employee has 

been improperly classified or docked RTA will reclassify, reimburse and/or correct the wages of 

the employee. 

The decision issued by the Employment and Recruitment Department will be the final decision 

of the GCRTA.  At no point in the investigation or decision making process will an employee be 

permitted to tape record any meeting. 

 

 

1400.07 WORKPLACE VIOLENCE 

 

The creation and maintenance of a safe environment for all employees and customers is one of 

the highest priorities of the Greater Cleveland Regional Transit Authority.  The GCRTA’s goal is 

to prevent workplace violence through early intervention and investigation of threats or acts by 

or against employees while engaged in the performance of their duties. 

All employees must recognize potentially violent situations and take the appropriate measures 

to prevent escalation.  The GCRTA believes that all employees and customers are entitled to a 

non-threatening workplace.  Therefore, any form of violence, or threat of violence, whether 

actual or perceived, will not be tolerated. 

Workplace violence at the Greater Cleveland Regional Transit Authority is defined as any act of 

aggression or any statement that could be perceived by a reasonable person, intending to 

cause harm to, an employee, customer or to their property.  This includes, but is not limited to: 

 Disruptive activity  Harassing or obscene telephone calls 
 

 Threatening, hostile or intimidating 
behavior 
 

 Verbal abuse 

 Sabotaging another employee’s work 
or equipment 
 

 Harmful misuse of equipment or other 
property 

 Fighting or physical assault  Arson 
 

 Vandalism  Any behavior perceived as 
threatening 
 

 Possession, sale or use of a 
dangerous weapon (except for those 
persons trained and legally required 
to carry a weapon as a part and 
scope of their duties) 

 Stalking  

 

In the event of an IMMINENT THREAT or DANGER to yourself, others or property, employees 

should handle the situation as outlined below: 
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1. Immediately call Transit Police at 216-566-5163 or from a GCRTA phone “#-9-1-1” or the 
local police at # 9-9-1-1, to inform them of the incident.  Until the police arrive, retreat to 
safety and try to avoid physical confrontation.  If the circumstances permit, immediately 
notify your supervisor or manager of the incident.  Do not attempt to take matters into your 
own hands. 
 

2. When the situation is so serious that immediate removal of an employee from property is 
necessary, the supervisor may crisis suspend the employee and have him/her removed from 
RTA property.  A supervisor should also contact the Labor and Employee Relations 
Department regarding the need to take further disciplinary action.  Supervisors may also 
need to contact Occupational Health to send the employee for a drug and alcohol test, or 
refer the employee for an Independent Medical Examination or to the Employee Assistance 
Program. 

 

3. Within 24 hours of the occurrence, any person who witnesses or has knowledge of the 
incident may be required to provide a statement to the manager or supervisor, describing 
the event.  This is in addition to any statements given to the police. 

 

In instances when the situation is NOT an emergency and the employee believes that they are 

being subjected to threatening or intimidating behavior by a fellow employee, customer, or other 

person in the workplace, the employee should report such conduct to their supervisor or 

manager as quickly as possible.  In cases where the employee is not comfortable reporting the 

matter to their supervisor, reports of workplace violence may also be brought to the attention of 

the Transit Police or the Human Resources Division.  Any one of the following Human Resource 

persons may be contacted: 

 Deputy General Manager of Human Resources 

 Director/Specialist of Labor & Employee Relations 
 

Any supervisors or person listed above will immediately communicate any workplace violence 

complaints received to the Transit Police.  Transit Police will maintain a database of all 

workplace violence complaints/incidents.  Management and/or Transit Police are responsible for 

promptly and discreetly investigating complaints of workplace violence and taking action against 

threats or acts of violence by employees or others regardless of the manner in which they 

became aware of the conduct.  All complaints will be treated seriously and investigated 

accordingly.  

Management may seek assistance from the Transit Police Department or Human Resources 

Division in order to: 

 Refer the matter to the local authorities; 

 Refer any impacted employee to the GCRTA’s Employee Assistance Program; 

 Refer the employee to an anger management professional; 

 Send the employee to an Independent Medical or Psychological Examination; or  

 Send the employee for a reasonable suspicion drug test. 
 

Supervisors who witness an incident of workplace violence will take the appropriate action (i.e., 

crisis suspension or investigation), including contacting Transit Police and handling those non-

emergency occurrences.  Additionally, any employee who witnesses an incident of workplace 
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violence will immediately report it to Transit Police and his/her supervisor or manager.  These 

employees will be required to provide a witness statement to the manager or supervisor 

describing the incident within 24 hours of the occurrence.  Copies of all witness statements are 

to be forwarded to the Transit Police Department. 

After Transit Police has completed its investigation into the incident, a determination will be 

made regarding the resolution of the complaint.  A concurrent investigation may also be 

conducted by the Human Resources Division regarding the violation of workplace policies 

and/or procedures.  If a violation of this or any other policy or procedure is found, disciplinary 

action, up to and including discharge, may be taken.  Additionally, if appropriate, the 

investigation findings may be forwarded to the proper authorities for further action including 

criminal prosecution. 

Any employee who makes a good faith complaint of workplace violence will not be retaliated 

against with regard to the terms and conditions of their employment nor discriminated against or 

discharged because of the complaint.  

 

 

1400.08 FRAUD HOTLINES 

 

The Ohio Auditor of State’s office maintains a system for the reporting of fraud, including misuse 

of public money by any official or office.  The system allows all Ohio citizens, including public 

employees, the opportunity to make anonymous complaints through a toll free number, the 

Auditor of State’s website, or through the United States mail. 

The Auditor’s fraud contact information is: 

US Mail:  Ohio Auditor of State’s office 

 Special Investigations Unit 

 88 East Broad Street 

 P.O. Box 1140 

 Columbus, OH 43215 

 

Email: fraudohi@ohioauditor.gov 

 

Telephone: 1-866-FRAUD OH (1-866-372-8364) 

Web: www.ohioauditor.gov 

If an RTA employee suspects or has knowledge of improper or fraudulent acts by GCRTA 

personnel or contractors, including bribery, fraud, waste, abuse or kickbacks, the employee, or 

any member of the general public, can contact the GCRTA Fraud Hotline at 216-781-4080. 

 

1400.09 EMPLOYEE COMMUNICATIONS WITH THE MEDIA 

If approached by a representative of the media and asked to speak about RTA, inform them that 

RTA Policy requires that all media requests go through Media Relations.  It is important to be 

polite and not confrontational. 

 

mailto:fraudohi@ohioauditor.gov
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Media are not authorized to be on RTA property unless they are escorted by media relations or 

authorized staff.   

 

Please call the office of Media Relations if approached by a reporter immediately at 216-566-

5211.  

 

 

1400.10 SOCIAL MEDIA EMPLOYEE GUIDELINES 

 

These guidelines apply to all employees and are intended to provide guidance on appropriate 

conduct when engaging in social media activity that identifies the employee’s affiliation with the 

GCRTA (other than as an incidental mention of place of employment in personal social media 

activity unrelated to the agency) or relates in any way to the GCRTA’s business, employees, or 

customers.  These guidelines apply to employees regardless of whether they are posting on or 

off duty, and in circumstances in which they are posting anonymously or using a pseudonym. 

The First Amendment protects governmental employees who are speaking as private citizens 

on matters of public concern.  Although the GCRTA is a governmental entity, we retain rights as 

an employer to promote the efficiency of the public services we perform through our employees.   

“Social Media,” for purposes of this policy includes without limitation:  posting information on any 

Web site (including Facebook, Google+, Twitter, YouTube, and LinkedIn, among others), your 

personal blog or someone else’s blog, or any other web page of any kind, anywhere else on the 

Internet.  

Employees are expected to act responsibly when engaging in social media and other social 

networking activities.  Accordingly, the GCRTA requires employees to observe the following 

guidelines:  

 Do not engage in social media using any GCRTA electronic resources, unless you have 
been authorized to do so as part of your job responsibilities. 

 Personal use of social media must only be done during non-working time, such as before 
and after work, during breaks and a meal period, and your days off work. 

 Personal use of social media is subject to all of the GCRTA’s policies and procedures, 
including but not limited to Section 200.02 -- “Non-Harassment & Retaliation,” Section 
200.03 --“Workplace & Sexual Harassment,” Section 600.11 -- “Workplace Violence,” 
Sections 800.03 and 1500.06 -- “Use of Internet and the GCRTA Intranet,” Section 1400.02 
-- “Employee Performance Code,” and Section 1400.03 --“Positive Discipline.” 

 Harassment, bullying, discrimination, or retaliation that would not be permissible in the 
workplace is not permissible between co-workers online, even if it is done after hours, from 
home and on home computers. 

 Use your best judgment and exercise personal responsibility.  Take your responsibility as 
stewards of personal information to heart.  The GCRTA trusts and expects you to exercise 
personal responsibility whenever you participate in social media or other online activities.  
Remember that there can be consequences to your actions in the social media world – both 
internally, if your comments violate the GCRTA’s policies, and with outside individuals 
and/or entities.   
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 Do not post any information that would infringe upon the privacy, proprietary, or personal 
rights of others.  Do not post confidential information. 

 Unless an employee has prior authorization to speak for the GCRTA in their official capacity, 
he or she should not make any statements on behalf of the GCRTA.   

 If an employee’s personal use of social media includes any information related to the 
GCRTA the employee should make it clear to readers that the views expressed are the 
employee’s alone and that they do not reflect the views of the GCRTA, by stating, for 
example, “The views expressed in this blog [or posting] are my own.  They have not been 
reviewed or approved by the GCRTA.” 

 You should not use GCRTA’s logo, trademark or proprietary graphics, or photographs or 
video of the agency’s premises, processes, operations, products or services in any way 
which suggests that you are representing the GCRTA without the prior written approval of 
the Media Relations Department, or when engaging or depicting in social media any conduct 
that violates the GCRTA’s policies or is unlawful.  For example, you should not create a 
social media page with GCRTA’s logo placed in a way which might suggest to readers that 
the agency is sponsoring the page. 

 Employees should try to work out concerns over working conditions through internal 
procedures, including without limitation speaking directly with co-workers, supervisors or 
other management level personnel.  

 
These policies apply even if an employee’s personal use of social media is anonymous or under 

a pseudonym.  If an employee does engage in social media under such means, please be 

aware that in appropriate circumstances we will take steps to determine their identity. 

For those who have authorization to speak for the GCRTA in an official capacity, please 

observe: 

 If someone or some group offers to pay you for participating in an online forum in your 
GCRTA role, this could give rise to an appearance of impropriety as outlined in section 3.0 
of GCRTA’s Code of Ethics. 

 If you are contacted by a member of the accredited media about a posting or comment on a 
social networking site, you must immediately contact the Media Relations Department 
before responding. 
 

If you need clarification of any aspect of this policy, contact your supervisor.  Failure to comply 

with this policy may lead to discipline under the Positive Discipline Guidelines up to and 

including discharge.  If appropriate, GCRTA will pursue all available legal remedies. 

GCRTA will not interpret or apply these guidelines in a manner that improperly interferes with or 

limits employees’ rights under Section 7 of the National Labor Relations Act, which includes the 

employees’ right to discuss the terms and conditions of their employment (including wages, 

hours, working conditions or other protected employee rights) or any other law.  Nothing in 

these guidelines should be interpreted to keep employees from talking with each other about the 

terms and conditions of their employment. 
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Section 1500 – Employee Use of GCRTA Equipment and Computers 

 

1500.01 CELLULAR TELEPHONE ASSIGNMENTS AND USAGE  

To ensure that cellular telephones are used in applications that will benefit the GCRTA by 
improving the productivity and effectiveness of certain personnel, it is the policy of GCRTA to 
grant authorization for the use of cellular phones to employees whose personal productivity or 
effectiveness will be enhanced by having ready access to a mobile telephone. 
 

Assignment of Cellular Phones 

The CEO/General Manager must approve all requests for GCRTA cellular phone service and 

electronic devices.  Cellular phone services will not be granted without the prior approval of the 

CEO/General Manager.   

Usage of Cellular Phones 

GCRTA cellular phones and/or electronic devices cannot be used while driving revenue and 
non-revenue vehicles or personal vehicles for company use.  GCRTA cellular phone and/or 
electronic devices are to be used for the conduction of official GCRTA business.  The only 
exception for personal use of the cellular phone is when a landline telephone is not available 
and it is essential for the employee to communicate with his/her family.  Personal use must be 
limited.  An employee who frequently uses his/her GCRTA cellular phone for personal calls or 
texting messages will be required to reimburse GCRTA for these expenses on a quarterly basis.  
Employees must comply with all state and local laws pertaining to cellular telephone and/or 
electronic device usage.  
 
GCRTA/Personal Cell Phones 
 

Employees must comply with all state and local laws pertaining to cellular telephone and/or 
electronic device usage.  Employees working in a safety sensitive area (right of way, shop floor, 
etc.) or driving a vehicle are strictly prohibited from any use of a cellular phone for non-GCRTA 
business related calls.  Uniformed employees while in revenue and/or non-revenue service 
(driving, operating machinery, etc.) must keep all cellular telephones usages and/or electronic 
communication or listening devices separate from their body and turned off.  Devices cannot be 
attached to uniforms, within open reach, or visible.  They must be stored in travel or storage 
cases, bags, purses, backpacks, brief cases, lunch boxes, etc.  Cellular phones and/or 
electronic devices can only be used when an employee is on a layover or on a break.  If 
operating a vehicle, the vehicle must be stopped, the parking brake set, and the employee must 
exit the driver compartment area. 
 
Transit Police are authorized to have cell phones on their person, but cannot use them while 
behind the wheel of a motor vehicle while on duty.  Transit Police cell phone and/or electronic 
device use is restricted to situations when a transit police officer needs to communicate with 
dispatch or other emergency services, but cannot do so over police radio, either because the 
message cannot be monitored by other police personnel, or they are in a situation where there 
is no radio broadcast signal.  Personal cellular phone usage should not disrupt or interfere with 
work, and should be limited to minimize any disruption of work.  Employees should turn 
personal cellular phones off or put on the silent ring mode and avoid texting during work hours. 
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Integrated Communication Center 
 
The unauthorized use of electronic devices shall be prohibited by any employee in direct control 
over bus movement, train/on-track equipment movement and/or right-of-way activity, and 
Transit Police activity.  This applies to employees in the Integrated Communication Center 
(ICC).  Electronic device ear pieces of any kind shall not be worn inside the ICC, yard control 
tower or interlocking control tower except for GCRTA-provided radio headset/microphone used 
specifically for GCRTA radio/telephone communications system.  The use of mobile phones is 
authorized by ICC personnel only in an exigent circumstance, and only for GCRTA business.  
Unauthorized electronic devices must be stowed out of sight, off the person, and must be 
powered off.   
 
Roadway Worker Activity 

 
The use of electronic devices of any kind that would interfere with the safe performance of right-
of-way maintenance and inspection activities shall be prohibited.  If the use of job-related 
electronic devices is required, the necessary electronic device (such as, but not limited to radio, 
survey equipment, gauge measuring equipment, etc.)  shall be used only by properly trained 
personnel and only with safety precautions established in accordance with GCRTA work zone 
rules in place. 
 
Positive Discipline 
 
The discipline for a first offense is termination of employment with the GCRTA if there is a 
credible witness to or documentation of the violation.  A credible witness could be a supervisor, 
other RTA employee or photographic or video documentation provided by a customer or other 
concerned party. 
 
Responsibilities 
 

Information Technology shall be responsible for: 
 

 The purchase of GCRTA issued cellular phones and electronic devices; 

 Any alterations to cellular phones and electronic devices; 

 The initiation and oversight of all maintenance and warranty services; 

 The management of invoices and employees’ bills; 

 Maintaining documentation of approval for cellular phones and electronic device 
assignments; 

 The security of all electronic serial numbers; 

 Any other administrative responsibilities concerning GCRTA issued cellular phones and/or 
electronic devices. 
 

All employees with permission to use GCRTA cellular phones and electronic devices shall be 
responsible for: 
 

 The timely review and verification of all bills; 

 Payment for personal calls (on a quarterly basis by check); 

 The proper care for cellular phone and electronic device equipment; 
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 Reporting any problems with cellular phone and electronic device equipment and/or 
services; 

 Reporting any number of hang-up or wrong-number calls received; 

 Overall compliance with the rules and guidelines established. 
 
Internal Audit shall be responsible for: 
 

 Reviewing the timely submission of invoice sign offs and payments for personal calls; 

 Periodically verifying that all cellular phone assignments are justified; 

 Ensuring all GCRTA employees adhere to the rules and guidelines established. 
 

 

1500.02 REQUEST FOR GCRTA COMPUTER ACCESS 
 

It is GCRTA’s objective to provide computer access to all employees whose duties require 
information and/or software available through mainframe, PC/LAN and/or Internet services.  In 
order to improve control and security of the GCRTA’s computer systems,  the Information 
Technology Department has put procedures in place that require that each Department Director 
to be aware of all users who request access to his/her department’s data and provide a method 
for tracking computer account histories.  Each user is expected to use the computer systems 
(both mainframe and PC/LAN services) in accordance with GCRTA policies and that 
unauthorized attempts to gain access to the system or to data contained therein, as well as any 
other violation of this policy and subsequent procedures, may result in discipline up to and 
including termination.  
 
Any requests for new computer accounts must be made on the Request for GCRTA Computer 
Access Form available from the Intranet.  No new computer user accounts will be established 
until a form has been completed, signed by the user and his/her Department Director and filed 
with Information Technology.  If a user transfers to another department, a new form must be 
filed with Information Technology so that each Department Director will always be aware of who 
has computer access within his/her department.  Information Technology will further use this 
form to record all technical information about the account.  The back of the form will include an 
entire history of the account (i.e., a record of any requests to reset passwords, to obtain more 
disk space, to deactivate or delete the account, etc.). 
 
It shall be the prospective computer user’s responsibility to obtain a form, complete this form, 
sign it, have his/her Department Director sign it and forward it to Information Technology.   
 
It shall be Information Technology’s responsibility to establish computer accounts in accordance 
with this policy and to maintain the account histories on these forms. 
 
Unauthorized attempts to gain access to the system or to data contained therein as well as any 
other violation of this policy may result in disciplinary action up to and including discharge. 
 
 
1500.03 HARDWARE/SOFTWARE USAGE 
 

It is the policy of GCRTA to ensure that data belonging to the GCRTA or collected as part of any 
individual’s employment with GCRTA resides on GCRTA owned or leased computer equipment.  
Any employee who currently has GCRTA data residing on his/her personally owned computer 
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equipment (whether the personally owned equipment is physically located on GCRTA property 
or elsewhere) should contact the Information Technology Department immediately to arrange 
for the transfer of the data to GCRTA equipment. 
 
It is also the policy of GCRTA to ensure that the GCRTA owns or leases all software used to 
protect its data and that GCRTA remains in compliance with all software licenses.  Privately 
owned computer hardware and software are not to reside on GCRTA property.  The GCRTA will 
not be responsible for any loss or damage to privately owned computer equipment. 
 
No user shall install any privately owned software on GCRTA owned or GCRTA leased 
computers, or related equipment.  Furthermore, no user shall install any public domain software 
on GCRTA owned or GCRTA leased hardware without the express written approval of the Chief 
Information Officer prior to installation. 
Any violation of this Hardware/Software Policy may result in disciplinary action up to and 
including termination.  
 

 

1500.04 COPYING COMPUTER SOFTWARE 

 

If valid licenses need to be purchased for software, procurement of same should begin as soon 
as possible.  If a decision is made not to purchase the required software licenses, all illegal 
copies of the software must be deleted.  Only the illegally copied software must be deleted.  
Care must be taken to assure that valuable data is not deleted.  Any questions regarding this 
issue should be referred to the Information Technology Department. 
 
It is the responsibility of the Chief Information Officer to insure that software is installed in 
accordance with existing copyright licenses.  It is the Department Director’s responsibility to 
insure that no illegal computer software is running on the computers within his/her department.  
If illegal software is found to be running on computers, it is the Director’s responsibility to see 
that corrective action is taken immediately.  Each Department Director must understand that 
copyright regulations also apply to upgrades.  If a department is running more than one copy of 
some PC software, it must purchase a copy of the upgrade for each copy of the software it 
wishes to upgrade. 
 
 
1500.05 USE OF ELECTRONIC MAIL MESSAGE SYSTEM AND BULLETIN BOARD 

 

All electronic mail messages are subject to review and the GCRTA does not guarantee the 

privacy of documents and messages stored in the electronic mail system, company-owned files, 

disks or storage areas. 

The GCRTA retains the right to access and review all information in the electronic mail system, 

including but not limited for the following reasons: 

 Retrieve business information; 

 Trouble-shoot hardware or software problems; 

 Prevent system misuse; 

 Assure compliance with software distribution policies; 

 Comply with legal and regulatory requests for information; 

 Protect trade secrets; 
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 Ensure quality control; 

 Ensure compliance with Records Management policies and procedures. 
 

Employees may not utilize the electronic Mail Message System for personal, non-GCRTA 

related communication while on company time. 

The Electronic Mail Message System Bulletin Boards are not intended to establish a public 

forum but to provide employees the privilege to use the electronic mail message system in a 

manner consistent with the policy established by the AP&P.  The GCRTA retains the right to 

revoke this privilege at any time and to discipline any employee who utilizes the electronic Mail 

Message System in a manner not consistent with the AP&P. 

The GCRTA has established shared folders for the purpose of sharing information on a GCRTA 
wide or workgroup basis.  Use of shared folders shall be limited to GCRTA business only with 
the exception of the Barter Board.  

  
GCRTA business means those matters that are directly related to the conduct of GCRTA 

activities, including but not limited to absence from the office, announcement of the death of a 

current or former employee or family member, job announcements, press releases, and general 

announcements directly related to GCRTA business.  

Employees should consult with their manager if they are uncertain whether an item to be placed 

in a shared folder meets the requirements of this procedure. 

The GCRTA has established a Barter Board to assist employees who wish to advertise the sale 

of personal goods or solicit goods or services for which an employee has a need. 

The following procedures and guidelines shall be applicable to use of the Barter Board: 

1. The announcements shall be limited to the sale of personal items by individual employees or 
the solicitation of goods or services by individual GCRTA employees. Persons not employed 
by the GCRTA may not use it to announce the sale of goods or services. 
 

2. The announcement shall specify the item for sale or the item or service being solicited and 
the GCRTA phone number of the employee. 
 

3. The announcement shall be posted one time only and can remain on the Barter Board for a 
period not to exceed 10 days  unless an item has been sold, in which case the 
announcement should be removed as soon as is practical. 
 

4. The Barter Board may NOT be used to solicit business for a business enterprise of a 
GCRTA employee. 
 

5. The Barter Board may NOT be used to advertise professional services available from or by 
a person employed by GCRTA. 
 

6. The sale of items such as tickets to public events must be in compliance with the law. 
Scalping of tickets is prohibited. Tickets must be sold at the stated price. Complimentary 
tickets received by an employee to an event may not be sold at a profit. 
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Employees should consult with their supervisor or manager if they are uncertain whether an 

item to be placed on the Barter Board meets the requirements of this policy. 

1500.06 USE OF INTERNET AND THE GCRTA INTRANET 

Internet/Intranet service is agency property and is intended for business use only.  Every staff 
member has the responsibility of maintaining and enhancing the public image of the GCRTA 
and must use Internet access in a productive manner.  Improper use of the Internet is not 
acceptable and will not be permitted.  The GCRTA reserves the right to deny access to any 
Internet site or to remove information that a user downloads from the Internet. 
 

To gain access to the Internet, a user must: 

 Be familiar with the Internet Usage Policy; 

 Complete the Internet/Intranet User Agreement, available from Information Technology; 

 Obtain supervisor approval; and  

 Return the Internet/Intranet User Agreement to the Information Technology Department. 
 

The GCRTA encourages workers to explore the Internet, but only if it this exploration is for 

GCRTA business purposes.  Employees may on occasion explore the Internet for non-business 

related purposes if done before or after work hours or on the employee’s lunch time.  GCRTA 

Internet access may not be used for the transmission, retrieval, or storage of any 

communications that are of a discriminatory or harassing nature or with derogatory or 

inflammatory remarks about an individual’s race, age, religion, disability, national origin, physical 

attributes or sexual preference.  No abusive, profane or offensive language is to be transmitted 

through GCRTA Internet system.  Electronic media may also not be used for any illegal 

purposes or against GCRTA property.  Solicitation of non-GCRTA business for personal 

financial gain is prohibited. 

No employee may knowingly use GCRTA facilities to download or distribute software or data not 

purchased by RTA.  No employee may deliberately introduce any virus, including a hoax, worm, 

Trojan Horse, or trap door program code to any RTA hardware or software. 

Each employee is responsible for the content of all text, audio or images that are placed or sent 

over the GCRTA Internet system.  No electronic communications that hide the identity of the 

sender or represent the sender as someone else or someone from another agency or company 

shall be sent. 

The following standard disclaimer must be appended to all correspondence posted to any news 

groups or other discussion groups when accessing such groups using GCRTA resources:  “The 

opinions expressed her are my own and not that of the Greater Cleveland Regional Transit 

Authority.” 

Communications over the Internet are not guaranteed to be protected from viewing by third 

parties.  Users should not send information over the Internet if it is considered proprietary, 

confidential or non-public. 

All information that is downloaded must be screened with virus protection software provided by 

the GCRTA. 
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All messages created, sent or retrieved over the Internet and the GCRTA’s Intranet are the 

property of the GCRTA and subject to the Ohio Open Records Act (R.C. 149.43).  GCRTA has 

software and systems that can monitor and record all Internet usage.  This software is capable 

of recording each website visit, each chat, newsgroup or email message and each file transfer 

into and out of the internal network.  The GCRTA does not guarantee the privacy of Internet or 

Intranet usage with GCRTA facilities.  The GCRTA reserves the right to use this software to 

record and report an employee’s usage.  The GCRTA reserves the right to access and monitor 

all messages and files accessed on the Internet or the GCRTA Intranet system. 

Copyrighted material may not be copied, retrieved, modified or forwarded except with 

permission or as a single copy to reference only.  Failure to comply with copyright or licensing 

agreements will be addressed in accordance with the Positive Discipline Policy. 

If there is reason to suspect that proprietary, confidential, privileged or non-public information 

has been disclosed to unauthorized parties, the appropriate supervisor must be notified 

immediately.  If any unauthorized use of GCRTA resources has or may have occurred, the 

appropriate supervisor must likewise be notified.  If suspicion arises that an outside individual or 

organization has gained unauthorized access to the GCRTA Internet or Intranet system, 

management must be notified immediately. Management should contact the Chief Information 

Officer and/or the Manager of Infrastructure to report the suspicious activity.  Similarly, 

whenever passwords or other system access control mechanisms are or may have been lost, 

stolen or disclosed, the Chief Information Officer and/or the Manager of Infrastructure must be 

notified immediately.  All unusual system behavior, such as missing files, frequent systems 

crashes, misrouted messages and the like must be immediately reported to the Help Desk.  The 

specifics of security problems should not be discussed widely but should instead be shared on a 

need-to-know basis. 

Internet access is a privilege, not a right.  Inappropriate use, including any violation of this 

policy, may result in cancellation of the privilege and/or discipline up to and including discharge. 
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Section 1600 – Records Management 

 
 
 
1600.01 PERSONNEL RECORDS 

 

An employee has the right to inspect his or her personnel file during regular business hours, 

provided that ample prior notification is given to the Employment and Recruitment Department.  

An employee requesting to inspect his or her file must do so in writing.  Copies of records 

contained in the personnel file will be made available at an appropriate cost, within a reasonable 

time. 

The Employment and Recruitment Department will oversee employee records.  Unless 

otherwise specified by the Director of Employment and Recruitment, anyone authorized to 

review an employee’s personnel record must do so in the Employment and Recruitment 

Department.  The Director of Employment and Recruitment will designate an appropriate 

individual to supervise the review of the records.  All personnel records removed from the 

Employment and Recruitment Department must be signed out on the designed form and be with 

the Director’s approval. 

When an employee’s personnel file is made available for inspection to a member of the news 

media, that employee shall be notified in writing as soon as possible. 

It is the responsibility of the employee to immediately notify the Employment and Recruitment 

Department, in writing, of any changes in address, telephone number, marital status or 

dependent status or any other matter that may affect benefits to which an employee may be 

entitled.  Employees are strongly encouraged to complete this through Employee Self Service. 

 
1600.02 ATTENDANCE RECORDS 

 

Each employee is required to clock his or her time at the moment of arriving or departing for the 

workday.  There is no requirement to clock in and out for the lunch period.  A department 

director may require the swiping of time for the lunch period.  For example, department directors 

may require signing in and out for the lunch period for employees who abuse the time allowed 

for lunch or for other reasons that require efficiency in operations.  Employees who do not report 

to work on time are in violation of the Attendance Policy. 

Directors and managers are required to record their time via the GCRTA’s Time & Attendance 

System. 

The Benefits Section of the Human Resources Division will maintain the official records of the 
sick time and vacation balances. 
 
 
1600.03 ELECTRONIC MAIL RECORDS 

 
Electronic mail is to be used judiciously as such for conducting the business of the GCRTA.  
The use of electronic mail for improper purposes, such as intimidation, harassment, non-
GCRTA business, etc. will be subject to disciplinary action up to and including termination.   
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In order to ensure appropriate maintenance, all employees of the GCRTA are to print messages 
pertaining to specific matters, such as projects, contracts, etc. and these messages are to be 
retained in the file pertaining to the matter for the approved retention period in order to maintain 
file integrity.  The Information Technology Department will not back up electronic mail.  
Messages deleted from user accounts are irretrievable. 
 
Electronic mail messages are to be deleted from accounts when the information is of no further 
value and its retention is no longer required, but at least every six months.  Should the message 
require a longer retention because the matter is not resolved or because the record is under 
suspension from destruction, it is to be printed and retained according to the Records Retention 
Schedule. 
 
Employees using electronic mail in the normal course of the GCRTA’s business are responsible 
for adhering to the rules established for electronic mail.  Department Directors are responsible 
for furnishing email records for public record requests and legal requirements and for 
suspending destruction of these records as requested by the Legal Department. 
 
 
1600.04 DISPOSITION OF RECORDS – SEPARATION FROM EMPLOYMENT 
 
The GCRTA may review records prior to allowing the employee to remove them from the 

premises.  The department head is to advise the Records Manager to rescind access to the 

Records Center if the employee was authorized to retrieve records.  The Records Manager is to 

be contacted for the disposition of records at the employee’s work site. 

The electronic records on the computer hard drive requires review by the department manager, 

or designee before the computer is provided to another employee or returned to Information 

Technology.  These records include, but are not limited to, electronic mail, word processing 

documents, databases, spreadsheets and other software applications. 

Records may be printed and retained in paper format in order to comply with the retention 

period if the computer will be transferred to another employee.  The department manager is to 

request the Records Manager to execute a Destruction Authorization for records remaining on 

the hard drive that have no further value.  Upon completion, the Records Manager will notify 

Information Technology to reformat the hard drive. 
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Section 1700 – Transportation, Medical and Safety 

 

 

 

1700.01 NON-REVENUE VEHICLE USE AND ASSIGNMENT 
  

GCRTA non-revenue vehicles are to be used for official GCRTA business purposes.  GCRTA 

employees, including all supervisory and managerial personnel, are advised and expected to 

maximize their use of the transit system while commuting to and from work and to travel to and 

from meetings and appointments.   

Non-revenue vehicles assigned to specific departments for use during normal business hours 

will operate as “pool vehicles”. 

 A GCRTA Vehicle Usage Log form (Form 72-310) must be completely filled out by the 
operator of the pool vehicle and submitted to the assigned department’s non-revenue 
vehicle coordinator. 
 

 If a pool vehicle is used for meeting or work travel extending past normal business hours 
and is taken home overnight, supervisor approval is required. 

 

 Pool car usage records must be maintained by the assigned department for each pool 
vehicle. 

 

 Individuals using a pool car should be aware that GCRTA Liability Insurance Coverage will 
only apply to accidents occurring during business use of the vehicle or during the 
employee's commute to and from their home if approved by their supervisor as referenced 
above.  If an accident occurs during any incidental personal use of the vehicle or any 
personal use of the vehicle beyond that permitted in this policy and procedure, the individual 
will be held responsible for any liability claims.  It is therefore suggested that these 
individuals seek advice from their personal insurance agent and obtain limited coverage, 
which would apply in such circumstances as described in Section 1700.05. 

 

Only those individuals approved for a 24-hour vehicle assignment may use GCRTA pool 

vehicles to commute to and from work on a regular basis.  Insurance requirements for 

individuals assigned 24-hour pool vehicles are outlined in Section 1700.05.  

All GCRTA non-revenue vehicles, including those vehicles assigned to individuals approved for 

a 24-hour vehicle assignment, are also considered ‘pool’ vehicles and, when not in use, are to 

be made available for use by any requesting GCRTA employee conducting official GCRTA 

business.  Usage requests, from employees in good standing, are to be directed to the 

individual permanently assigned the vehicle and a usage record kept on Form 72-310. 

Any traffic camera infractions or parking violations resulting from the use of GCRTA non-

revenue vehicles, including fines and late fees, will be the responsibility of the employee in 

control of the vehicle at the time of the infraction or violation.  If the employee disputes the 

infraction or violation, that employee will be solely responsible for pursuing any appeals and 

paying any fines if the appeal fails.  If proof of who operated the vehicle cannot be produced, the 

individual permanently assigned a 24-hour vehicle will be responsible for the infraction or 
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violation.  In the case of department pool cars, the last person who is documented to have been 

assigned use of the car will be responsible for any violations. 

 

1700.02 PARKING OF PRIVATELY-OWNED VEHICLES WHILE ON GCRTA 
BUSINESS 

 

It is the policy of GCRTA to establish guidelines for the parking of privately owned vehicles that 

are used by GCRTA employees while on GCRTA business.  These guidelines only cover 

privately owned vehicles as the parking of GCRTA owned vehicles is provided at designated 

GCRTA facilities. 

In instances where an employee does not have access to an assigned GCRTA owned, non-

revenue vehicle or to any readily accessible mode of public transportation, employees must 

receive permission from his/her Department Director,  prior to using their own vehicle to conduct 

GCRTA business.  Furthermore, the GCRTA will reimburse an employee who finds 

himself/herself in the aforementioned circumstances for any parking costs incurred while using a 

privately owned vehicle for GCRTA business. 

These parking provisions shall apply only to employees who incur parking expenses while 

conducting authorized GCRTA business.  Any unauthorized or unapproved application of these 

provisions will result in the GCRTA’s refusal to reimburse the employee as well as possible 

disciplinary action up to and including termination.  

When a non-Main Office employee needs to use either a privately owned or company vehicle to 

visit the Main Office for GCRTA business, he/she should use the available GCRTA owned 

parking spaces in the Lakeside parking facility, making arrangements with the Service 

Management office.  Should parking not be available in the Main Office garage, the employee 

can seek reimbursement for the fees incurred by parking elsewhere by presenting a receipt to 

his/her Department Director for reimbursement approval.  All parking costs of this nature shall 

be the financial responsibility of the employee’s department.   

On Board and Committee meetings dates, the Board/Visitor parking spaces in the Main Office 

garage are reserved for Board Members only. 

Reimbursement for parking expenses is also available to employees who use privately owned 

vehicles for approved business travel outside of Cuyahoga County.  Information regarding 

reimbursement under such conditions is available in Board Resolution No. 2004-123. 

 

1700.03 INFECTIOUS DISEASE 

 

An infectious disease is a disease that is caused by a microbial agent that is capable of 

spreading to others and is capable of causing infection.  The determination of whether an 

employee diagnosed as having an infectious disease is to be permitted to continue employment 

in a capacity that involves contact with the public or other employees shall be made by the 

GCRTA’s Occupational Health Section on a case-by-case basis in consultation with the 

employee’s treating physician, the employee and/or representative and designated health 

official(s).   
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In making such a determination, the GCRTA’s Occupational Health Section and/or healthcare 

clinic shall consider: 

1. The recommendation of the individuals identified above; 
 

2. The recommendation of the individuals identified above; 
 

3. Whether the nature and extent of the disease precludes or impairs satisfactory job 
performance; 
 

4. The probabilities that the disease will be transmitted to others in the normal work setting; 
 

5. The potential health risk to the afflicted employee.  
 

Pending such determination, the employee will be permitted to continue working in his or her 

current position unless it is determined that the employee poses an immediate threat of danger 

to others. 

Where a determination has been made by the GCRTA’s Occupational Health Section to permit 

an afflicted individual to remain in the workplace, no employee may refuse to work with this 

employee. 

Where fitness-for-duty concerns arise, the recommendations of qualified medical authorities will 

be considered in the management of each situation on a case-by-case basis.  The GCRTA may 

take any of the following actions: 

1. Assign the employee to return to his or her regular place of employment; 
 

2. Assign the employee to a modified work assignment, where such accommodation is 
reasonable; 
 

3. Place the employee on leave of absence, or sick leave with pay, or recommend disability 
leave.  

 

To determine whether an accommodation would impose an undue hardship on the GCRTA the 

following factors will be considered: 

1. The type of work environment involved, including the composition and structure of the work 
force; 
 

2. The nature and cost of the accommodations needed; 
 

3. The effect it has on program accomplishments, including safety. 
 

The employee will receive written notice of GCRTA’s determination.   

The employee may, at any time, request a reconsideration of determination, provided that such 

a request is accompanied by medical evidence of an improvement in the employee’s physical 

condition. 
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The GCRTA will make every effort to accommodate an employee afflicted with an infectious 

disease.  If no accommodation can be made, the employee will be considered ineligible for work 

and may be separated from the GCRTA.  The employee’s file will be documented to show what 

efforts were made to accommodate the employee. 

 

1700.04 BIENNIAL PHYSICAL EXAMINATION REQUIREMENTS 

The Greater Cleveland Regional Transit Authority will perform biennial physical examinations in 

accordance with current Department of Transportation regulations for all personnel required to 

maintain a Commercial Drivers’ License, as well as all rail operators, to assure that each vehicle 

operator is physically qualified to operate the vehicle. 

Responsibilities 

The employee, supervisor and Occupational Health all have specific responsibilities in the 

biennial physical examination process. These responsibilities are defined below: 

Employees 

 All affected employees are required to carry his/her CDL and current health card during the 
course of a work day. 
 

 Affected employees will be notified no less than two weeks in advance that a biennial 
physical is required.  The employee must complete his/her biennial physical examination 
prior to the expiration of his/her card. This time period may be shorter than two years, based 
on the employee’s medical condition.  The employee will be responsible for scheduling the 
appointment with the GCRTA’s authorized clinic prior to the expiration of his/her medical 
card. 

 

 An employee that fails to maintain a valid medical card will be pulled from work. The 
employee must take and pass his/her biennial physical examination on their own time. 
 

 The employee will comply with and meet all physical requirements to obtain a valid health 
card per the Department of Transportation (DOT) standards, provide accurate information to 
the physician during the examination, and will take and pass non-DOT drug and alcohol 
testing. 

 

 Non-DOT drug and alcohol testing will be performed during the physical examination 
according to the criteria as noted in the Substance Abuse Policy for Safety Sensitive 
Employees. 

 

 After completion of the examination within the described time frame, the employee will be 
credited with two (2) hours of time to compensate for the time required to complete the 
examination. If an employee does not complete the examination prior to his/her medical 
card expiration, the employee will be pulled and not compensated for two (2) hours of time. 

 

 Should an employee be off duty due to an extended absence such as Workers’ 
Compensation, Short Term/Extended Disability or Family Medical Leave, the biennial 
physical will be performed as part of the return to work process. 



 

Updated 10/15 97  

 In the event an employee is unable to pass the physical qualifications of the examination, 
the employee will be placed on medical leave immediately pending further investigation and 
will utilize sick/salary continuation time, if available. The employee may be eligible for FMLA 
and/or Short Term/Extended Disability benefits and is responsible for providing timely 
medical documentation to apply for these benefits. 

 

 Any employee who fails to complete his/her physical within the allotted time period may be 
subject to disciplinary action up to and including discharge. 

 
Supervisors 

 

 The District Director/designee will assure that employees are notified no less than two (2) 
weeks in advance of the upcoming biennial examination timeframe. 
 

 The District Director/designee will ensure that the physical examination list is posted and 
eligible employees are provided written notification of the required examination. 
 

 The District Director/designee may subject any employee who fails to complete his/her 
physical within the allotted time period to disciplinary action. 
 

 Upon timely completion of the physical examination, the supervisor will assure that the 
employee is credited with two hours of time to compensate for the time spent taking the 
examination. 
 

 In the event that the employee fails to obtain a biennial physical within the allotted 
timeframe, the employee will be pulled from work and required to complete the examination 
on his/her own time. The District Director/designee will notify Occupational Health of 
employees who are on extended absences. 

 
Occupational Health 
 

 Occupational Health is responsible for providing all districts with a list of employees requiring 
biennial examination thirty (30) days in advance. 

 Occupational Health will maintain and distribute to each district a current notification letter 
that identifies the authorized clinic, information about the examination and the scheduling 
process.  

 

 At the end of the thirty (30) day timeframe Occupational Health will report to the District all 
“no show” or cancelled appointments. The supervisor will be notified immediately of failed 
physical examinations or drug/alcohol testing. 
 

 Upon notification by the authorized examination site that an employee was unable to pass 
the examination, Occupational Health will send Family and Medical Leave (FMLA) and/or 
Short Term/Extended Disability packets to the employee. 
 

 Occupational Health is responsible for maintaining the confidentiality of all medical 
information and will release only necessary information required for decision-making 
purposes to District personnel. 
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 Occupational Health will submit statistical reports on a routine basis to monitor policy 
compliance. 

 
Physical Qualifications Criteria 
  

Candidates must possess the strength and physical abilities to successfully perform the 
essential job functions of the Bus/Rail Operator and CDL holder classifications for rail, bus and 
Paratransit vehicles. The individual must also be free of medical conditions that could pose a 
direct threat to the health and safety to oneself or others. A person is qualified to drive a motor 
vehicle if that person: 
 

 Has no loss of a foot, a leg, a hand or an arm. 
 

 Has no impairment of a hand or finger which interferes with prehension or power grasping; 
an arm foot or leg which interferes with the ability to perform normal tasks associated with 
operating a motor vehicle; or any other significant limb defect or limitation which interferes 
with the ability to perform normal tasks associated with operating a motor vehicle; or has 
been granted a waiver. 

 

 Has no established medical history or clinical diagnosis of diabetes mellitus requiring insulin 
for control. 

 

 Has no current clinical diagnosis of myocardial infarction, angina pectoris, coronary 
insufficiency, thrombosis or any other cardiovascular disease of a variety known to be 
accompanied by syncope, dyspnea, collapse or congestive heart failure. 

 

 Has no established medical history or clinical diagnosis of a respiratory dysfunction likely to 
interfere with his/her ability to control and drive a motor vehicle.  

 

 Has no current clinical diagnosis of high blood pressure likely to interfere with his/her ability 
to operate a motor vehicle safely. Blood pressure must be consistently less than 160/90. 

 

 Has no established medical history or clinical diagnosis of epilepsy or any other condition, 
which is likely to cause loss of consciousness or any loss of ability to control a motor vehicle. 

 

 Has no mental, nervous, organic or functional disease or psychiatric disorder likely to 
interfere with his/her ability to drive a motor or rail vehicle safely. 

 

 Has no established medical history or clinical diagnosis of rheumatic, arthritic, orthopedic, 
muscular, neuromuscular or vascular disease which interferes with his/her ability to control 
or operate a motor vehicle safely. 

 

 Has distant vision acuity of 20/40 in each eye without corrective lenses or visual acuity 
separately corrected to 20/40 or better with corrective lenses, distant binocular acuity of at 
least 20/40 in both eyes with or without corrective lenses, field of vision of at least 70 
degrees in horizontal meridian in each eye, and the ability to recognize the colors of traffic 
signals and devices showing standard red, green and amber (yellow). 
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 First perceives a forced whispered voice in the better ear at not less than 5 feet with or 
without the use of a hearing aid or, if tested by use of an audiometric device, does not have 
an average hearing loss in the better ear greater than 40 decibels at 500 HZ, 1,000 Hz, and 
2,000 Hz with or without a hearing aid when the audiometric device is calibrated to 
American National Standards.  

 

 Does not use a Schedule I drug or other substance, an amphetamine, a narcotic, or any 
other habit-forming drug, except that a driver may use such a substance or drug if it is 
prescribed by a licensed medical practitioner who is familiar with the driver’s medical history 
and the prescribed drug will not adversely affect the driver’s ability to safely operate a motor 
vehicle. 

 

 Has no current clinical diagnosis of alcoholism. 
 
Affected Job Classifications 
 

 All full time and part time operators are required to meet the requirements of the biennial 
physical examination.  
 

 Job classifications requiring a CDL may, in the future, be required to adhere to the biennial 
physical examination requirements. 

 

 

1700.05 NON-REVENUE VEHICLE ACCIDENTS 

The GCRTA has established requirements for employees involved in an incident while driving a 

non-revenue motor vehicle to ensure such vehicle accidents are handled in an appropriate, 

uniform and comprehensive manner.  This procedure includes any non-revenue motor vehicle 

owned, leased or rented by the GCRTA that is designed to operate on a public roadway, as well 

as employees operating their own or other private motor vehicles in the performance of their 

duties for the GCRTA.  Employees assigned 24 hour use and commute privileges are required 

to carry “insurance of unowned vehicle” or “drive other car coverage” through their personal 

insurance carrier.  Employees who use their private vehicles in the course and scope of their 

duties at the GCRTA are required to carry personal automobile insurance, and may be required 

to provide proof of that insurance coverage. 

All non-revenue vehicle collisions are investigated in accordance with the GCRTA Accident 

Investigation Policy.  The probable cause of the accident will be determined and necessary 

corrective actions will be taken to prevent similar future occurrences.  A collision is defined as 

whenever contact is made between the non-revenue vehicle and another vehicle, fixed object or 

pedestrian. 

This procedure was developed in conjunction with the GCRTA Revenue Vehicle Accident 

Investigation Administrative Procedure No. 002. 

 

 
 

 



 

Updated 10/15 100  

1700.06 REVENUE VEHICLE ACCIDENT INVESTIGATION 

 

The GCRTA has established a policy and specific procedures for employees to conduct 

investigations of accidents involving the GCRTA’s vehicles and operations.  This includes how 

employees initially report, respond to, and investigate accidents. 

The policy and procedures apply to any accident in which a person or persons are injured, or 

property damage is incurred as a result of a vehicle collision, which involves any GCRTA owned 

vehicle, or any other vehicle operated by a GCRTA employee acting as an agent for the 

GCRTA.  This includes accidents that involve the general public either in vehicular accidents, 

passenger accidents, or accidents that occur on the GCRTA’s property.  These guidelines refer 

to revenue service vehicles and to non-revenue vehicles. 

This established policy and the procedures will be adhered to by all employees in every Division 

and Department within the GCRTA.  It is imperative that all employees in all GCRTA 

departments cooperate and share information on investigations of accidents to ensure that 

causes and contributing factors can be identified and remedial action taken. 

This procedure was developed in conjunction with the GCRTA Revenue Vehicle Accident 

Investigation Administrative Procedure No. 002. 

 

 
1700.07 DRIVER’S LICENSE REQUIREMENTS 

 

Employees who operate GCRTA vehicles are required to maintain a valid Ohio Driver’s License. 

Certain job classifications also require employees to obtain and maintain a Commercial Driver’s 

License (CDL) with endorsements.  Regular driver’s license checks will be performed through a 

qualified vendor for all employees required to have a valid driver’s license. Employees who 

operate their own vehicle while performing duties for the GCRTA are also subject to regular 

driver’s license checks. 

 

Requirements and Procedures for Obtaining and Maintaining a Commercial Driver’s 

License (CDL) 

Employees who are required to, or who may have reason to, operate any of the following on 

public property, including RTA facilities, must obtain and maintain a valid Ohio Commercial 

Driver’s License (CDL): 

 

1. Any vehicle with a gross vehicle weight rating (GVWR) of more than 26,000 pounds; 
 

2. Vehicles designated to transport more than 15 passengers, including the driver;  
 

3. Trailers with a GVWR of more than 10,000 pounds if the gross combination weight rating is 
more than 26,000 pounds; and 
 

4. Any vehicle (regardless of weight) that transports hazardous materials that require DOT 
placarding. 

 



 

Updated 10/15 101  

A list of specific job classifications covered by this procedure is maintained in the Employment 

and Recruitment Department of the Human Resources Division.  The job description will reflect 

if a job requires a driver’s license, including a CDL, as a condition of employment.  

 

An employee who receives his/her CDL must submit the license number and expiration date to 

his/her immediate supervisor, who will in turn enter it into the GCRTA’s master file on the 

system. 

An employee who fails to obtain or maintain the required CDL is subject to the GCRTA’s 

procedures governing driver’s licenses, as set forth below.  Any employee, regardless of the 

type of driver’s license, who is charged with Driving Under the Influence (DUI), under state law 

or local ordinance, shall report the charge to his/her supervisor or District Director or to other 

appropriate management/supervisory personnel prior to or within 24 hours of reporting to work, 

whichever is sooner.  Within 30 days of conviction of any traffic violation (except parking), the 

employee must notify his/her supervisor or District Director and the Ohio Bureau of Motor 

Vehicles.  An employee must report their conviction regardless of the nature of the violation or 

the type of vehicle driven (personal or GCRTA vehicle).  Failure to report this information may 

result in disciplinary action, up to and including discharge. 

License Suspension, Revocation, Cancellation and Disqualification 

It is the responsibility of all employees who operate GCRTA revenue and non-revenue vehicles 

to maintain a valid driver’s license at all times.  Employees who fail to maintain a valid driver’s 

license, including CDL, will be subject to requirements and action(s) as discussed below. 

 

1. Any employee who loses any privilege to operate or who is disqualified from operating a 
vehicle is immediately prohibited from operating any vehicles while on GCRTA property or 
while working for the GCRTA.  The employee must notify the GCRTA in writing within 24 
hours after receiving such notification. In the event that an employee’s license is under 
suspension, revocation, cancellation, or disqualification, the employee is responsible for 
notifying his/her supervisor so that appropriate action may be taken in accordance with Ohio 
Law and any other applicable policies.  This requirement must be met even if a court of law 
grants an employee occupational driving privileges (the employee is permitted to drive to, 
from, and in the course of his/her employment, or under a “restricted license”).   

 

2. If the employee’s license has been suspended for 90 calendar days, the employee will be 
allowed to correct the problem.  During the license suspension period (not to exceed 90 
calendar days), the employee will be suspended from employment without pay.  The 
employee will be responsible for payment of healthcare benefits after the first 30 days.  It is 
the employee’s responsibility to return to work and report to his/her supervisor within 24 
hours of regaining driving privileges (license).  Any employee whose license is suspended 
for more than 90 days will be discharged.  Any employee who receives a second driving 
license suspension within a five-year period from the date of the first suspension will be 
subject to discharge. 

 

3. In the case of a DUI conviction, the employee’s license may be suspended for 180 days or 
more.  If the employee receives a suspension of 180 days or less and does not obtain a 
restricted license within 30 days of the conviction, they will be discharged.  Regardless of 
license status, any employee who receives a second DUI conviction will be discharged.  An 
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employee with a first-time DUI loss of license or driving privileges who has obtained a 
restricted license within 30 days of the conviction may be allowed to work for up to 180 
days.  Failure to obtain full driving privileges or an unrestricted license within the 180-day 
time frame will result in discharge.  Any employee that receives a license suspension that is 
greater than 180 days will be subject to immediate termination. 
 

4. An employee must report the loss or suspension of his/her license within 24 hours even if 
he/she receives a conditional restricted driving permit.  Failure to comply will result in a 
minimum of a 90-day suspension and may result in discharge if the employee operates any 
vehicle while being paid for or performing work without notifying the GCRTA as provided 
above.  Also, it is the responsibility of the employee to maintain a current mailing address 
with the RTA (Employment and Recruitment Department and the employee’s Department or 
District or other appropriate supervisory personnel) and the State of Ohio Bureau of Motor 
Vehicles at all times.  Failure to do so will not relieve the employee of the responsibilities set 
forth in this policy. 
 

5. The GCRTA will permit an employee to operate with a conditional restricted license provided 
that the restricted license does not violate Federal or State law and that the conditions set 
forth in the occupational driving privileges comply with this procedure and the work 
requirements of the employee. 
 

6. Failure on the part of an employee to obtain a valid license within the suspension time(s) 
allotted, as explained in this procedure, will result in the employee’s discharge. 
 

7. In cases of suspension due to conviction for DUI while operating a private vehicle, the 
employee will be required to contact the GCRTA’s Employee Assistance Program (EAP) 
and provide his/her supervisor with a contact certificate from the EAP within the first seven 
(7) calendar days of the suspension.  If convicted of DUI while operating a GCRTA vehicle 
or personal vehicle for GCRTA business, the employee will be terminated. 
 

8. If the GCRTA determines that a license has been suspended, revoked, canceled or 
disqualified and there is no verification of advance notice by the employee, the employee 
will be discharged.
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Substance Abuse 600.03 21 
 
- T - 
 

Temporary Salary Adjustment 400.07 11 
 
Training 1300.15 70 
 
Transitional/Alternative Work 300.08 8 

 1200.11 37 
 
Tuition Reimbursement 400.13 13 

 1300.16 71 



 

vi 

 

- U - 
 

Unemployment Compensation 

 
 
 
 

400.12 

 
 
 
 

13 
 
Unpaid Leaves of Absence 500.08 19 

 1300.13 67 
 
Use of Electronic Mail Message System and Bulletin Board 1500.05 87 
 
Use of Internet and the GCRTA Intranet 1500.06 89 
 
- V - 
 
Vacation Leave 500.02 16 

 1300.10 64 
 
Voluntary Resignation 1200.12 40 
 
- W - 
 

Work Week & Hours 400.01 9 
 
Workers’ Compensation 400.11 13 

 1300.14 68 
 
Workforce Accommodation 300.07 7 
 
Workplace & Sexual Harassment 200.03 4 
 
Workplace Violence 600.11 24 

 1400.07 79 

   
 
 

 

 


