Bus Operator
Information Packet

Utah Transit Authority

669 West 200 South Salt Lake City, UT 84101
1110 South Geneva Road, Orem, UT 84058
135 West 17t Street, Ogden 84404
www .rideuta.com

(801) 287-2324

Come build a career today with Utah Transit Authority (UTA), the American Public Transit Association 2014
Outstanding Public Transportation System of the year. UTA strengthens and connects communities with more
than 44 million riders annually with a system of innovative, sustainable and accessible service. If you have the
talent to succeed and enthusiasm to make it happen, we look forward to hearing from you today.

For current job openings please visit our website at www.rideuta.com.
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Good people providing a good transportation value for a better quality of life.

Bus Operator Expectations

At Utah Transit Authority we believe our Operators are people who can make a real difference. UTA continues
to strive to raise the industry standard for world-class customer service. We attribute our success to the people
we employ and to the standards and service philosophy which are engrained as part of our culture. These
standards include the following:

e Safety
e Customer Service
o Model a professional image
o Make a positive impression
o Proactively help people
o Create a comfortable atmosphere
o Show sincere kindness
e Reliability/Punctuality

Major Responsibilities

Responsible for operating UTA passenger buses in accordance with UTA operating procedures, assuming
responsibility for the safety of customers and equipment. Performs standard pre-trip/post-trip vehicle
inspections. Communicates appropriate information to Dispatch, customers, supervisors, and others designated
to receive such information. Answers questions from customers and others. Collects appropriate fare from
passengers. Follows UTA guidelines, operating rules and procedures.

Minimum Qualifications
EDUCATION/TRAINING

Successful completion of UTA’s Bus Operator Training/Certification Program, including passing all required exams.

EXPERIENCE

1. Must have one year experience in a customer service role with the ability to solve problems and resolve customer

inquiries.

Must be at least 21 years of age.

Have a valid Utah driver’s license.

Be a safe driver with no more than two (2) moving violations in the past three (3) years.

Have no convictions for driving under the influence of alcohol, any drug, or the combined influence of any

alcohol or any drug within the last ten (10) years.

Be familiar with the Wasatch Front.

Able to obtain and maintain a Department of Transportation (DOT) medical card

8. Ability to communicate with supervisors and customers and maintain good interpersonal relations both orally and
over the radio.

9. Ability to read and understand training materials, operating manuals and operating and safety rules directives.

10. Ability to prepare legible written reports of incidents and accidents.

11. Ability to operate any and all passenger buses safely.

12. Must be able to report for assigned shift on time.

13. Ability to perform the physical requirements of the job to include regular walking, floor to waist lifting up to 50
pounds, occasionally carrying up to 15 pounds, occasionally reaching, pushing, pulling, kneeling, crouching,
balancing, bending, and prolonged periods of sitting and standing.

14. Able to meet schedule demands, scheduled shifts, and scheduled departures.
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Good people providing a good transportation value for a better quality of life.

Benefits

e Regular pay increases.

e Life, Medical, Dental, Disability, and Vision Insurance — your first 30 calendar days of employment are
considered your orientation period, then you have 60 calendar days and benefits are available on the
following 1*' of the month.

e Vacation—1 week after 1 year of service, 2 weeks after 2 years of service, 3 weeks after 7 years of service, 4
weeks after 14 years of service, and 5 weeks after 25 years of service.

¢ Funeral leave up to 3 days paid.

¢ Enjoy wellness benefits, including access to in-house exercise facilities, fitness testing, cholesterol testing,
weight loss, and smoking cessation programs. Your spouse can participate as well. Employees can
participate in our wellness program to receive a discount on their health insurance premium.

e Access to CareHere, our on-site clinic, is available at no cost for employees and dependents enrolled in
UTA’s Health Plans. CareHere provides UTA employees and dependents with a health and wellness center
to treat both acute and chronic conditions such as the common cold and the flu, high blood pressure, and
diabetes. They also provide annual physicals, health coaching, lab work, sleep apnea testing, and much
more, all at no cost to the employee. New operators will have access to the clinic the 15th of the month
following their hire date. Once enrolled in UTA’s health plans the insured employees and dependents can
also begin using the clinic. Please note, if you choose to enroll in UTA’s Health & Wellness Program,
PACE you can save up to $1,000 a year on medical premiums. Information regarding this benefit will be
included in your benefit enrollment packet.

e Two retirement plans:

o Defined Benefit (pension) plan after six months of service (UTA paid).
o Deferred Compensation 457 plan after one year of service. UTA matches your contribution up to 2%
of your annual pay.

e Retiree Medical Program helps you build savings to fund medical expenses after retirement.

e Tuition reimbursement

¢ Employee Assistance Plan (EAP). They can help you and your family with life’s difficulties, such as
marital, family, financial, medical, legal, or job problems.

¢ Annual $270 uniform voucher after 1 year.

¢ Free transit passes for your immediate family upon graduation from training. You will already have a pass.

e Union participation, including opportunities to serve as a union steward and vote on committees. Utah is a
right-to-work state, so you are not required to join the union.

Extra-Board & Regular Operator Schedules

The ‘Extra-Board’ refers to Operators who do not have regular shifts. These Operators work varying hours each
day to fill in when Regular Operators are sick, on vacation, or when there is other work available. As an Extra-
Board Operator, you would not receive your schedule until 5:00 p.m. the day before your shift. Please see the
sample schedule below and FAQs for additional information. You become a Regular Operator through seniority
and availability; it may take between 3 - 5 years to become a Regular Operator. If you become a Regular
Operator you would know exactly what you are working every day until the next shift bid, at which time you
would bid for a new shift for the next four months.

A large portion of our customers use our service to get to and from work each day. To accommodate commuters
there is heavy demand in the peak AM and PM hours. Because of this, there is little work available during the
mid-day hours when ridership is low. Therefore, most of our Operators work split shifts, where they go out on a
route in the morning, then have an unpaid break, then return in the afternoon/evening for another route.
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Good people providing a good transportation value for a better quality of life.

Extra-Board Operators bid on what is called a ‘window’ of time. Windows are between 10-15 hours in length,
depending on the business unit, and start as early as 3:30 a.m. If you bid on a window that starts at 3:30 a.m.
your ‘window’ is over between 1:30 and 5:30 p.m. This means that you can be worked any time between those
hours, though you likely will not work the entire window; you will most likely work a split shift within your
window. UTA makes every attempt to schedule you within your window, but if you are scheduled to work
outside your window you are paid overtime. The window will remain the same, but work hours within that
window will continue to change daily.

The sample schedules below are the types of hours you could expect to work as an Extra-Board Operator. Split
shifts, as seen with Operators #1 and #2, are most common. Operator #1 has to report to the Meadowbrook
garage at 4:57 am, where they will pick up a bus and drive until that shift ends at 2:45 pm at the 3500 S
Redwood Road bus stop. They can then use the transit system or get a ride back to the Meadowbrook garage to
pick up their car. Their next shift of the day starts at 4:21 pm on Central garage, and ends at 6:05 at the Central
garage.

Occasionally Operators will have a day where they work three splits, as seen in the sample schedule for
Operator #3. We also have what is called a report shift, as seen in the sample schedule for Operator #4. On the
report shift below, Operator #4 is to report to the garage at 1:00, and basically wait to see if they are needed for
a route. If another Operator is unable to make their shift, Operator #4 will take that Operator’s shift and his/her
end time will most likely not be the 5:00 listed on the schedule, as they will be out driving on a route. If other
Operators make all of their scheduled shifts and there is no work for Operator #4 to take, Operator #4°s shift
will end at the scheduled time of 5:00 and they will be paid for the time they spent at the garage.

Name Start Time* Start Location End Time* End Location
Operator #1 4:57 am Meadowbrook 2:45 pm 3500 S Redwood
(Window: 4:30am — 6:30pm) 4:21 pm Central Garage 6:05 pm Central Garage
Operator #2 6:26 am Central Garage 8:01 am Salt Lake Central
(Window: 6:15am — 8:15pm) 4:41 pm Meadowbrook 7:19 pm Meadowbrook
6:03 am Central Garage 7:57 am Central Garage
(Wincgvg?;;r ;)g?:_ﬁ%opm) 8:33 am Salt Lake Central 11:33 am Millcreek
3:50 pm 3900 S State 8:00 pm Meadowbrook
Operator #4 1:00 pm Meadowbrook 5:00 pm Meadowbrook
(Report Shift)
(Window: 11:00am — 12:00am)

*Actual Operator schedules are in military time

This position can be challenging for many people. Days off are not consecutive, schedules change daily, and
Operators are expected to work split shifts. Bus Operators are expected to be on time to every shift, and we have
a strict no-fault policy on punctuality. We understand this schedule is not for everyone. If you think this may
not be the position for you or if you have any questions please contact Human Resources at 801-287-2324.
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Good people providing a good transportation value for a better quality of life.

Frequently Asked Questions

*For additional scheduling information see sample schedule above.

e Jdon’t have a CDL, am I still eligible for the position?
Yes, you are still eligible. You are not required to have a CDL to apply. If you are a made a conditional
offer of employment you will be required to pass the written test for the CDL and appropriate
endorsements at least one week prior to starting training. Failure to get the appropriate class CDL and
endorsements may result in additional charges being incurred by the applicant. (*Note: Paratransit
Operators require a Class ‘C’ CDL permit and Passenger Endorsement. All other divisions require a
Class ‘B’ CDL permit with Passenger Endorsement and Air Brakes.)

e ] have a CDL from another state, will that be valid?
No, you will need to transfer your CDL to Utah for the applicable license and endorsements.

e [ have a criminal history, will I be eligible for the position?
A criminal history does not automatically bar employment. The nature and date of the offense are taken
into account. Be honest on your application and in the interview when asked about any criminal
convictions.

e Will I have to work weekends?
Yes, you will have to work weekends until your seniority allows you to bid for certain days off. You may
or may not have one weekend day off.

e Will I have to work evenings?
Yes, your window of work may include evenings.

e Will  know my two days off per week ahead of time?
Yes, change day happens every four months and your days off will be the same 2 days off for the entire
four month period until the next change day.

e Will UTA work around my second job or other commitments?
Because the schedule changes frequently we are unable to accommodate schedules around other
commitments.

e What can I do in between my split shifts?
Because the time between shifts is unpaid you are able to do whatever you choose until your shift starts
again. Some operators choose to go home while others choose to use the work out facilities or watch a
movie at the garage. You can use the transit system to go shopping or to run errands.

e Will I start and stop in the same place every day?
No, where you report varies daily and you may also start and stop at different places in the same shift.

e How does seniority and bidding determine my schedule?
Operators bid (choose) their schedules based on seniority three times per year. Seniority is determined
by the date of hire following training.

e [don’t have a car, can I ride UTA transit to all of my shifts?
Typically you can ride transit to your shifts. However, if you are the first bus out or last bus in you will
need rides for those times. Transit is not available 24-7. During the training period transit may not be
available due to varied training times and locations.

e What is the training schedule?
Training is typically Monday — Friday at various times, including morning or night shifts, and
occasional weekend work. Trainees do not receive paid holidays and are expected to attend 100% of
their training.

® Are there advancement opportunities within UTA?
Yes, opportunities in the professional, technical, and clerical fields are available throughout the
organization in Operations, Maintenance, and Administration.
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Good people providing a good transportation value for a better quality of life.

Selection Process

Our selection process is a thorough process that includes requirements of both UTA and the Department of Transportation
(DOT). We understand the Extra-Board schedule is not for everyone. If at any time in the recruitment process you decide
itisn’t for you please inform the HR Representative you have been working with.

e Application Fill out an application for a current opening on UTA’s website. Please answer all
questions carefully and thoroughly. Please make sure to account for the last 10
years whether you were in school, a homemaker, unemployed, etc.

e Application Review We check your qualifications after receiving your application. If selected for an
interview we will check your Utah court records.

e Interview If invited to interview you will be contacted via email. The interview will last
approximately 45 minutes.

e Background Check If selected to proceed in the recruitment we will check your references, Driver’s
License Record (DLR) and employment history. Time frame: 2 weeks.

¢ (Conditional Offer If you are selected for training, you will be given a conditional job offer. A
conditional offer and continued employment is contingent upon passing all tests,
background checks, obtaining a CDL permit and endorsements, and successfully
passing the training program.

e DOT Physical, A DOT physical exam, UTA physical abilities test and drug test are required after
Physical Abilities,  a conditional job offer is made. All three are paid for by UTA. UTA complies
& Drug Test with all DOT regulations. The DOT standards include:
a) No loss of a foot, leg, hand, or arm.
b) Not an insulin-dependent diabetic.
c) No established medical history or clinical diagnosis of epilepsy, or any

other condition likely to cause loss of consciousness, or any loss of ability
to control a motor vehicle.

d) Distant visual acuity of 20/40 in each eye.

e) No average hearing loss in the better ear greater than 40 decibels at 500,
1000, or 2000 Hz.
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Operator Training Details

Pay

Hours

Topics

Licensing

Dress Code

$14.00 per hour

The five week training will consist of classroom instruction and on the job training at
various locations. The five weeks of training follows a variable day and night schedule
Monday through Saturday. Trainees must have flexibility to work various days and hours,
including early mornings, evenings, and weekends. Trainees typically work between 35-
40 hours per week while in training. Trainees do not get paid for holidays while in
training.

Best practices of driving a bus, reading schedules and route maps, customer service,
safety, fare enforcement, UTA policies and procedures, and other skills needed to be a
professional bus operator.

You must complete the requirements to receive your Commercial Driver License (CDL)
permit, Air Brakes, and passenger endorsement prior to the start of training. You will
need to study a CDL handbook prior to taking the written portion of the CDL test. During
training, you will receive additional study materials and take the driving portion of the
licensing exam.

Clean uniform shirt (you will be loaned 3 operator shirts your first day of training)
Clean black or dark blue pants. No denim, twill, or sweatpants

Black polishable shoes

Dark colored socks

Belt- black or dark brown

Cover any tattoos that contain nudity, profanity, or violence

Use a modest amount of jewelry

No excessively long fingernails that may interfere with safe bus operation

Have an overall clean and professional look

You are to be dressed in proper trainee uniform every day you are in training

Bus Operator Employment Terms

Pay

Probation

Time

Once you become an Extra-Board Operator, you will receive $16.23 per hour with $.50
increases every 6 months for the first 5 years. Other scheduled increases bring the hourly rate
up to $21.37 per hour after 5 years.

Your probationary period ends after 90 working shifts of driving successfully as an Extra-Board
Operator. Please note that your probation time is not related to your benefits eligibility time.

Reliability is critical to our business. Customers depend on the bus being on time. That means
that you have to be on time, too. We have a strict, no-fault policy on punctuality. One minute is
considered late, and too many occurrences can result in termination.

Note: This packet is for applicant information only and is not intended to be a contract. If there are any discrepancies between
this document and formal UTA policies or contracts, the established policies, procedures, and contracts will be upheld.
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