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SSPP Activity Log 

Date Activity Comments 
1/26/2017 Update Minor updates: Annual Safety and Security 

Certification (page 4), vehicle inventory (appendix 2) 
BOCC organizational chart (appendix 3) and annual 
vehicle inspections (appendix 6) 

12/30/17 Update - Annual Update
- Update Safety and Security Certification
- Change department name from Fleet Maintenance

Management for Fleet Operations
- Change Transit Operators name from McDonald

Transit Associates, Inc. to RATP Dev
- Include new address for the Transit Operations

Facility
- Added FDOT recommendations:

1. Page 8 – Procurement of Vehicles and
Equipment – Recommend adding a bullet
stating Proof of strength and structural
integrity tests on new buses procured shall be
submitted by manufacturers or bus transit
systems to the Department. 14-90.007(2). This
is generally done by the CO so the agency
doesn’t have to do anything additional, it is just
suggested since some reviewers may look for
that wording.

2. Page 8 – Procurement of Vehicles and
Equipment – The fourth sub-bullet should read
Standee Line & Warning.

3. Page 8 – Maintenance of Vehicles and
Equipment – The SSPP indicates the agency
will retain Daily Driver Inspection forms for a
minimum of 5 years. The state requirement is
only 14 days. The agency can choose to retain
the forms for 5 years but that will be a lot of
paper to store.

4. Page 8 - Maintenance of Vehicles and
Equipment – Recommend indicating that if any
defects are found as a result of driver
inspections a copy of the Daily Driver
Inspection form will be attached to the
corresponding work order prior to being
placed in the vehicle’s file.

5. Page 10 – Qualification and Background
Checks -  Recommend adding wording that
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driving and criminal background checks will 
be performed for all new drivers as per 14-
90.004(3)(b). 

6. Page 10 – Qualification and Background
Checks - Recommend adding wording that
records of bus driver background checks and
qualifications will be maintained for at least
four years as per 14-90.004(3)(g)(1).

7. Page 11 – Medical Exams – Recommend
adding “after having been off duty for 30 or
more days due to an illness, medical condition
or injury” to the last bullet as per 14-
90.0041(1).

8. Page 11 – Training, Testing, and Supervision –
Recommend adding wording that a detailed
description of training administered and
completed by each bus driver will be
maintained for at least four years as per 14-
90.0041(2).

9. Page 13 – Driver’s Operating Requirements –
Recommend adding a written process for how
the agency will track and monitor on-duty and
driving hours compliant with driving and on-
duty hours standards of Rule 14-90.006.
During a recent review conducted by CUTR
this recommendation was made to the agency.

10. Page 13 – Driver’s Operating Requirements –
Recommend adding wording that a record of
each bus driver’s duty status which shall
include total days worked, on-duty hours,
driving hours, and time of reporting on and off
duty each day will be maintained for at least
four years as per 14-90.0041(3).

11. Page 13 – Driver’s Operating Requirements –
Bullet 11 indicates transit vehicles are fueled
in accordance with the County’s Fleet
Management Policies and Procedures
(Appendix 5), but Appendix 5 does not contain
fueling polices.

12. Page 13 – Driver’s Operating Requirements –
Recommend adding wording indicating during
darkness sufficient interior lighting and
lighting in stepwells shall be provided as per
14-90.006(10).

13. Page 13 – Driver’s Operating Requirements –
Recommend adding wording indicating
passengers shall not be permitted in the
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stepwells of any bus while the bus is in motion, 
or to occupy an area forward of the standee 
line as per 14-90.006(11). 

14. Page 13 – Driver’s Operating Requirements –
Recommend adding wording that prohibits
fueling buses in a closed building as per 14-
90.006(13).

15. Page 13 – Driver’s Operating Requirements –
Recommend adding wording to bullet 14 that
the parking or holding brake device shall be
properly set at any time the bus is left
unattended as per 14-90.006(15).

16. Page 13 – Driver’s Operating Requirements –
Recommend adding wording that buses shall
not be left unattended in an unsafe condition
with passengers aboard at any time as per 14-
90.006(16).

17. Page 15 – Accidents and Incidents –
Recommend changing wording about the final
accident/incident report from “This may
include a description of the event and
investigation activities, any follow-up
activities, suggested preventative procedures,
and/or any corrective actions necessary to
avoid this occurrence in the future” to “This
will include…” to meet the requirements of 14-
90.004(6).

18. Page 38 – Daily Vehicle Inspection –
Recommend comparing the DVI form with the
form in the FDOT Preventative Maintenance
Standards Manual to make sure all the review
items are covered. During a recent
maintenance reviews conducted by FSU this
was identified as a finding when the agency’s
DVI form didn’t include all the items on the
FDOT form.

19. Page 427 – Appendix 16: Distracted Driver
Training Program – Recommend inserting the
agency policy in any slides that say insert
policy here so that any reviewer can see
exactly what the operators are being taught
and knows that the Distracted Driver Training
meets the requirements of 14-90.004.

2/1/2019 Update Added language regarding holiday services on page 
10 (Section A.3.B) and removed appendix 2 – Transit 
Vehicle Inventory and appendix 3 – Daily Vehicle 
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Inspections forms since those documents are already 
included in Appendix 3 as part of the Maintenance 
Plan.  

1/13/20 Annual 
Update 

Minor updates: Annual Safety and Security 
Certification (page 4), vehicle inventory (appendix 2) 
BOCC organizational chart (appendix 3) and annual 
vehicle inspections (appendix 6) 

8/19/20 Revised Added FDOT recommendation: 
1. Revised language to correspond with Operator’s

Rule Book on Section A. Qualifications and
Background Checks, page 13

2. Revised Appendix 3: Transit Maintenance Plan
3. Revised Appendix 7: Operator’s Rule Book

1/15/21 Annual 
Update 

- Updated Fleet Manager’s name (page 7)
- Updated Appendix 3 - Transit Maintenance Plan
- Insert Annual Vehicle Safety Inspections on

Appendix 4
1/30/22 Annual 

Update 
- Updated Agency’s new administration office’s

address
- Update transit operator’s name RATPDev USA, Inc

throughout documents and removed McDonald
Transit

- Updated Section E to be consistent with our
Agency Safety Plan

2/13/2023 Annual 
Update 

- Yearly update Ratpdev Substance Abuse
Management Policy.

- Update all attachments and appendixes
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Bus Transit System Annual Safety and Security Certification 

Hernando County, Florida 
Agency Name:  Hernando County Board of County Commissioners 
Agency Address: 1653 Blaise Drive, Brooksville, Florida, 34601 
Certification Date (Current): February 2022 
Certification Year: (Previous): 2021  

In accordance with Rule 14-90, the Transit System (Agency) named above hereby certifies 
the following: 

1. The Agency has adopted a System Safety Program Plan (SSPP) and a Security
Program Plan (SPP) pursuant to the standards set forth in Rule Chapter 14-90,
Florida Administrative Code.

2. The Agency is in compliance with its adopted SSPP and SPP.

3. The Agency has performed annual safety inspections on all operational transit
vehicles in accordance with Rule Chapter 14-90, Florida Administrative Code.

4. The Agency has conducted reviews of the SSPP and SPP to ensure they are up to
date.

Signature and Date: __________________________________ 
Name: John Allocco 
Title:  Board of County Commissioners 

Signature and Date: __________________________________ 
Name: Aaron Michael Pool 
Title:  Development Services Director 

Signature and Date: _________________________________ 
Name: Oliver Cromwell 
Title: RATP Dev, USA General Manager 

Name and address of entity (ies) which has (have) performed bus safety inspections: 

Name: Hernando County Fleet Operations Department 
Address: 1525 E Jefferson St. Brooksville, Florida, 34601 

Signature and Date: __________________________________                      Approved as to Form   
Name:    Brenda Peshel               and Legal Sufficiency
Title:   Fleet Operations Manager 
                               By:_____________________________
            County Attorney's Office
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SECTON A:  POLICIES & SYSTEM CHARACTERISTICS 

1. Policy Statement & Authority

The Hernando County Board of County Commissioners operates a fixed-route with 
complementary ADA public transportation service, hereinafter called TheBus, in 
Hernando County, Florida.  TheBus is committed to providing safe, secure, clean, 
reliable, and efficient public transportation service in Hernando County, Florida. 

Hernando County and its contracted Transit Operator are tasked with developing, 
implementing, and administering a comprehensive and coordinated System Safety 
Program Plan (SSPP).  This plan shall be specifically designed to prevent, control, and 
resolve safety issues in the operation of its transit system. The SSPP is developed, 
adopted, and complies with the safety standards set forth in Rule 14-90, FAC, and will 
be reviewed annually and updated as needed. 

2. Purpose, Goals, and Objectives

The purpose of the System Safety Program Plan (SSPP) is to outline safety policies and 
responsibilities, identify vehicle and equipment standards including procurement, and 
establish the operational safety criteria for the system.  The plan establishes a 
coordinated safety process and identifies and delegates safety responsibilities to the 
applicable personnel within the County and the Transit Operator.  Florida 
Administrative Code, Rule 14-90, hereinafter referred to as Rule 14-90 (Appendix 1) 
establishes the guidelines for the SSPP. 

Hernando County’s goals are to provide ongoing transportation services with a high 
standard of system safety that is reliable and efficient while meeting industry standards 
and state and federal requirements. The objectives for attaining this goal include: 

• Identifying any potential unsafe conditions.
• Develop potential solutions to eliminate and minimize hazards.
• Continue to monitor and control all safety risks.
• Establish and maintain policies regarding transit operations and employees.
• Provide adequate guidance, policies, education, training, and support to all transit

employees.
• Maintain a formal process for managing safety related accidents/incidents.
• Require the Transit Operator to implement and follow the County’s SSPP.
• Ensure compliance with all applicable Federal, State, and Local requirements, laws,

and regulations.
• Monitor current industry standards and trends.
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• Review the SSPP annually and update as necessary
• Ensure annual vehicle safety inspections for the transit fleet.
• Provide an inspection and maintenance program that keeps the transit fleet in a safe

and operable condition.
• Complete audits and reviews as required by the SSPP.

3. System Description & Structure

A. History

On October 28, 2002, the public transportation system began with four buses in 
Spring Hill and one bus in Brooksville.   On May 4, 2004, the following 
enhancements were made to the service: 

• The Brooksville Shuttle/Green Route was added.
• Shuttle travel time decreased from 90 minutes to 60 minutes.
• Operating hours were extended from 6:00 A.M. to 7:00 P.M.
• The YMCA and Spring Hill Regional Hospital locations were added to the Spring Hill

routes
• Pasco-Hernando Community College—North Campus was added to the shuttle

route.

On June 23, 2009, the Hernando County Board of County Commission made changes
to the service as cost savings measures.  These changes included a decrease in the
frequency of bus travel along the routes from one-hour headways to two-hour
headways. This was accomplished by reducing the number of operating vehicles
from six to three. In addition, the Brooksville Route 3/Purple Route and the
Brooksville Shuttle/Green Route were combined into one route, the Brooksville
Route 3/Purple Route.

From inception until March 31, 2011, the County contracted with Mid-Florida
Community Services, Inc. to operate the transit system. On April 1, 2011, McDonald
Transit Associates, Inc. (d/b/a Hernando County Transit Management), was selected
through a competitive selection process and   became the Transit Operator for the
transit system.

On January 4, 2016, TheBus made major service enhancements to the system. The
green route was added to the system to help the underserved eastern portion of
Spring Hill Dr., California Street area, and the Brooksville-Tampa Bay Regional
Airport and Technological Center. TheBus also expanded services into Pasco County
to provide a regional connection, realigned the red route, and increased frequency
by reducing the headways from 75 minutes to 60 minutes.



System Safety Program Plan - Hernando County

Hernando County SSPP – Certification Year 2023 Page 11 

LIMITED SHARING 

On October 1, 2019, TheBus extended service hours early/late Monday through 
Friday and added Saturday service.   

TheBus provides transit services on four (4) holidays: President’s Day, Good Friday, 
Veteran’s Day and The Day After Thanksgiving.  

On March 23, 2021, the Hernando County Board of County Commissioners awarded 
the Transit Operator Services contract to RATPDev USA, Inc.  

B. Current System Characteristics

Hernando County operates four fixed-routes; two serving the Spring Hill area and 
two that serve both the Brooksville and Spring Hill area. This service is operated 
from approximately 5:30 a.m. to 8:30 p.m., Monday through Saturday. TheBus does 
not operate on County approved holidays except for President’s Day, Good Friday, 
Veteran’s Day, and the day after Thanksgiving.  Full fare for the fixed-route service is 
currently $1.25 per trip with a discounted half fare of $0.60  

In addition, Hernando County operates a complementary curb-to-curb ADA 
Paratransit service to all eligible riders within a ¾ mile radius of the established 
fixed-route.  This service is offered by appointment between the hours of 5:30 a.m. 
to 8:30 p.m., Monday through Saturday. TheBus does not operate on County 
approved holidays except for President’s Day, Good Friday, Veteran’s Day, and the 
day after Thanksgiving. The fare per trip is $2.50 and the service allows for one free 
Personal Care Attendant with a disabled rider. A listing of the entire fleet inventory 
can be found on Appendix 3, Exhibit A. 

In August 2021, TheBus introduced Flamingo Fares to riders. Flamingo is a new 
electronic fare system that consists of a reloadable smart card or phone app; riders 
will be able to add funds to their account and use either form of payment when 
boarding the bus.  

C. Organizational Structure

The Hernando County Board of County Commissioners is responsible for the transit 
system in Hernando County.  A contractual agreement (Appendix 14) exists with 
RATPDev USA, Inc.  (Transit Operator) for transit operations.  The transit system 
administration, planning and grant oversight is completed by the Hernando County 
Planning and Zoning Department.  Fleet  
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maintenance is performed by the Hernando County Fleet Operations Department. 
Please refer to Appendix 2 for Organizational Charts.  

The Transit Operator is responsible for the daily operations of the transit service 
and is involved in the development and maintenance of the SSPP.  In September 
2017, the transit operator began conducting operations in a county owned facility 
located at 700 Aeriform Drive, Brooksville. It is required by contract that the Transit 
Operator coordinate with the County on safety procedures and activities to be in 
compliance with the SSPP.  

SECTION B – OPERATING STANDARDS & PROCESSES 

1. Vehicle and Equipment

A. Procurement of Vehicles and Equipment
Hernando County is responsible to procure all transit vehicles and equipment in
accordance with local ordinances and policies, and state and federal regulations. All 
procurements shall meet the following minimum standards as stated in Rule 14-
90.007: 

• The capability and strength to carry the maximum allowed load and not exceed
the manufacturer’s gross vehicle weight rating (GVWR), gross axle weighting, or
tire rating.

• Structural integrity that mitigates or minimizes the adverse effects of collisions.
• Proof of strength and structural integrity tests on new buses procured shall be

submitted by manufactures or bus transit systems to the department.
• Federal Motor Vehicle Safety Standards (FMVSS), 49 C.F.R. Part 571, Sections

102, 103, 104, 105, 108, 207, 209, 210, 217, 302, 403, and 404, Rev. 10/09,
hereby incorporated by reference.

• In addition, all vehicles procured and operated will be outfitted (if applicable)
with the following Rule 14-90.007 compliant equipment:

o Mirrors
o Wiring & Batteries
o Brake Interlock Systems
o Standee Line & Warning
o Handrails & Stanchions
o Flooring, Steps, & Thresholds
o Doors
o Emergency Exits
o Tires & Wheels
o Suspension
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o Steering & Front Axle
o Seat Belts
o Safety Equipment & Warning Devices
o Wheelchair Lifts, Ramps, or Securement Devices and Restraints.

The Transit Operator’s General Manager shall inform the Transit Coordinator or 
designee of any capital equipment needed for the transit system. The capital items 
will be reviewed for conformity with the current Transit Development Plan (TDP) 
and the annual Program of Projects (POP).  

B. Maintenance of Vehicles and Equipment
Prior to the operation of any transit vehicle, or no less than daily if the vehicle is
operated, the Transit Operator is required to have all drivers inspect and complete a
Daily Driver Inspection form (Appendix 3 - Transit Maintenance Plan, Exhibit E),
pursuant to Rule 14-90.006, to ascertain that the vehicles are in a safe and proper
working condition. All Daily Driver Inspection forms are retained by the Transit
Operator for a minimum of fifteen (15) business days. If any defects or deficiencies
are found during the driver inspections, the Transit Operator’s General Manager
attaches a copy of the report denoting the deficiency to the work order and submit
to Fleet Operations Department. The corrective action and corresponding work
order will be placed in the vehicle’s file and noted in the County’s vehicle tracking
system. Fleet Operations Department will coordinate all repairs and maintenance
activities to ensure safe practices.

It is the responsibility of the Hernando County Fleet Operations Department to 
ensure that all transit vehicles are regularly and systematically inspected and 
maintained for safe operation and are responsible for the record keeping the 
activities of each vehicle. Hernando County’s transit vehicles and equipment are 
repaired and maintained in accordance with the Rule 14-90 and the Hernando 
County Transit Maintenance Plan (Appendix 3). This plan details the County’s 
maintenance program and the preventative maintenance (PM) interval schedule 
that meets or exceeds the recommended manufacturer’s specifications.  Work is 
completed at Hernando County’s Fleet Operations Facility located at 1525 E. 
Jefferson St. Brooksville, FL 34601, a secured facility.  

C. Annual Vehicle Safety Inspections
In addition to the driver inspections (Appendix 3 - Transit Maintenance Plan, Exhibit
E), routine PM intervals and an annual inspection (See Appendix 4) for each transit
vehicle will be performed pursuant to Rule 14-90 by a Fleet Operations

Department employee with at least one year of training and/or experience as a 
mechanic or inspector in a vehicle maintenance program, and has sufficient general 
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knowledge and mastery of methods, procedures, tools, and equipment used in 
performance of inspections of transit vehicles. If any defects or deficiencies are 
discovered during the annual inspection, the inspector shall report them to the Fleet 
Operations Department’s Manager for service. The corrective action and 
corresponding work order will be placed in the vehicle’s file and noted in the 
County’s tracking system. 

All transit vehicle inspection, maintenance, and service records are maintained by 
the County’s Fleet Operations Department for a minimum of five (5) years. All 
records will be stored by the vehicle’s asset number. These records will include a 
brief description of the activity completed, date, current mileage, work order 
number, and the vehicle’s assignment number (Asset Number). The Fleet 
Operations Department utilizes a tracking system, Fleet Focus with a module called 
AssetWorks, to monitor all vehicle repairs and maintenance history, including PM 
intervals. In addition to the electronic system a hard copy of this documentation is 
stored in the vehicle’s file.  

D. Audits and Reviews
The Transit Operator’s General Manager is responsible for ensuring that their
personnel follow the requirements of the SSPP. Periodic audits are completed by the
General Manager for their transit personnel and drivers. In addition, the County will
conduct scheduled and nonscheduled audits/reviews to ensure compliance by the
Transit Operator, vendors/contractors, County’s Fleet Operations Department, and
other applicable County Departments. These audit/reviews may be on certain
sections of the SSPP or the entire program.

Other compliance reviews may occur from various grantor agencies. Once every 
three years, FDOT will review to make sure the SSPP is up-to-date and compliant 
with Rule 14-90.  Additionally, FTA will conduct a Triennial Review of the transit 
system’s safety and security plans.  

All findings will be used in accordance with the Safety Data & Acquisition in section 
D of the SSPP.  

Annually, the Transit Operator’s General Manager, Planning and Zoning Director 
and the Fleet Operations Manager will certify compliance with the transit system’s 
approved SSPP.  A signed certification form is included in this document.  
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2. Employee Recruitment, Testing, Training, and Supervision

Employees of Hernando County that are directly involved with the performance of 
repairs or maintenance services are subject to the personnel policies of the County.  
The Transit Operator is responsible for the recruiting, training, and supervision of 
their employees including drivers pursuant to Rule 14-90. 

A. Qualifications and Background Checks
The Transit Operator shall ensure that all driver license records are reviewed and
copies of the review results indicating the licenses are valid are placed in personnel
files and maintained for five (5) years. A spreadsheet is used to track the expiration
dates of all licenses to ensure validity. Per the Transit Operator’s policy, all drivers
who have their licenses suspended, revoked, or canceled by any state, or who loses
or is denied the privilege of driving a commercial motor vehicle in any state for any
period, including being disqualified from driving a commercial motor vehicle, or
who is subject to an "Out of Service” order, shall notify a supervisor immediately
after they receive notice of that fact or no later than the end of the business day
following the day the notice was received. Employees must notify management
within 24 hours and before their next scheduled shift if there are any other changes
in the status of driver licenses.  The Transit Operator requires an updated
background check be done annually  and places the results in the employee’s
personnel file. The Transit Operator is responsible to elect and train all bus drivers.
The criteria shall include the following:

• Driver qualifications and background checks meeting minimum hiring standards.
• Driving and criminal background checks for all new drivers.
• Verification and documentation of valid driver licenses for all employees who

drive any vehicle.
• Training and testing to demonstrate and ensure adequate knowledge, skills and

abilities to safely operate each type of bus or bus combination before driving on a
street or highway unsupervised.

B. Medical Exams (Pre-employment and During Employment)
The Transit Operator must administer an acceptable medical examination program
for driver positions and other applicable personnel. This includes the following:

• Medical examination for all applicants
• Medical examinations every two (2) years unless any condition requires more

frequent exams.
• Return to Duty medical examinations after having been off duty for 30 or more

days due to illness, medical condition, or injury (Rule 14-90.0041(1))
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All examinations will be recorded on the Florida Department of Transportation 
Form 725-030-11 (See Appendix 5) for transit system drivers.  These medical 
examinations will be performed by an approved licensed Doctor of Medicine or 
Osteopathy, Physician Assistant, Advance Registered Nurse practitioner, or 
ophthalmologist/optometrist (visual section only).  The health professional 
performing the examination will maintain the original executed form and issue a 
certification copy to the Transit Operator that will be placed in the employee’s file.  
The Transit Operator is to not to allow any driver to operate a transit vehicle 
without having a completed medical examination certification dated within the past 
twenty-four (24) months.  All employee records are retained for a minimum of five 
years past employment. 

C. Training, Testing, and Supervision
The Transit Operator is responsible for training their employees (including drivers)
in accordance with their company’s personnel policies and its approved Training
Manual (Appendix 6), and the Transit Operator’s Operator Manual  (Appendix 7).  In
addition, all drivers will complete a Distracted Driving Training Program (Appendix
13) every three (3) years. Records detailing administer training for each employee
shall be maintained for five (5) years. At a minimum training will include:

1. Transit system safety and operational policies/procedures
2. Vehicle & Equipment Inspections
3. Equipment Familiarization
4. Basic operations and maneuvering
5. Boarding and alighting passengers
6. Operation of wheelchair lifts & ramps
7. Defensive driving (must be taken every three years)
8. Passenger assistance and securement
9. Handling of emergencies & security threats
10. Security & threat awareness
11. Driving conditions
12. Use of wireless communications
13. Applicable Local, State, & Federal laws, rules, & regulations

It is the responsibility of the Transit Operator to annually evaluate their employees 
on work performance. In addition, each driver will have at least two (2), one by 
each supervisor, ride-a-longs per quarter to evaluate their driving performance, 
compliance with policies, and defensive driving techniques. A list of areas to be 
examined during the ride-a-longs can be found in Appendix 8.   In addition, bus 
operators are monitored periodically using the video surveillance systems installed 
on vehicles in which certain driver safety areas are examined along with other 
safety and security requirements. All evaluation reports are reviewed with the bus 
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operator and placed in their personnel folder. Any written complaints or warnings 
are also documented and placed in their personnel folder.  

Currently, the Transit Operator utilizes a progressive disciplinary policy. 
Depending on the severity of the offense, a driver may be suspended and/or 
retrained. The severe offenses are reviewed by the Transit Operator’s committee to 
determine the level of fault and necessary punishment and/or course of action.    

The Transit Operator is responsible for maintaining a training record for all 
employees.   

Substance Abuse (Drug & Alcohol) Testing  
Hernando County has implemented a Substance Abuse Program Policy (See 
Appendix 9) for its transit safety sensitive employees. This policy complies with the 
FTA drug and alcohol testing requirements to ensure employee fitness for duty, 
and to protect employees, passengers, and the general public from the risks posed 
by the use of alcohol and prohibited drugs. The policy is in accordance with 49 
C.F.R. Parts 32, 40, and 655. Oversight and administration of the program is done
by the County’s Human Resources Department.

The County also requires the Transit Operator to implement a policy for their 
transit safety sensitive employees (See Appendix 10).  The Transit  
Operator’s General Manager is responsible for the administration and oversight of 
their program. Annually on or before the federal requirement of March 15, County 
staff and the Transit Operator enter the previous calendar year’s tests results in 
FTA’s DAMIS system. 

D. Driver’s Operating Requirements
The Transit Operator is responsible by contract for the daily oversight and
management of the transit operations in Hernando County.  Hernando County ‘s
transit system is operated twelve (12) hours per day, Monday through Saturday . In
accordance with Rule 14-90.006, the Transit Operator’s General Manager, at a
minimum, must ensure the following;

• Each driver’s license of their employee is valid and legal.
• All their transit employees pass a full background check.
• Transit vehicles are operated in compliance with all applicable Local, State, and

Federal regulations, ordinances, and laws.
• Drivers are required to utilize an electronic time keeping system. In addition, a

log is maintained to by the administration to assure monitoring of duty hours.
Records are maintained for a period of five (5) years.
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• A driver shall not drive more than twelve (12) hours in a twenty-four (24)
hours period or drive after having been on duty for sixteen (16) hours in a
twenty-four (24) hours period. (Records are maintained by the Transit
Operator)

• A driver shall not be permitted or required to be on duty more than seventy-
two (72) hours in any period of seven (7) consecutive days. (Records are
maintained by the Transit Operator)

• A driver is not impaired.
• Vehicles are inspected in accordance with the SSPP.
• A transit vehicle with any passenger door in the open position shall not be

operated with passengers aboard.
• During darkness, sufficient interior lightning and lighting the stepwells are

available on all transit vehicles.
• Passengers are not to stand on vehicles not designed for that purpose.
• Passengers are not permitted in the stepwells of any bus while the bus is in

motion, or to occupy the area in front of the standee line
• Per Transit Maintenance Plan (Appendix 3), transit vehicles are to be fueled at

the County Fueling Station at the Public Works Department. At no time is a
vehicle to be fueled in an enclosed building.

• When a transit vehicle is in motion, the driver must be properly secured with a
belt in the driver’s seat.

• Proper securing of all wheelchair passengers in designated areas.
• Buses shall not be left unattended in an unsafe condition with passengers

onboard at any time.
• Parking or holding brake device shall be properly set at any time the bus is left

unattended. Passengers shall not be left unattended on the transit vehicles for
longer than fifteen (15) minutes.

• Transit vehicles will not be used for any purpose other than what has been
directed by Hernando County unless authorization is received from the Transit
Coordinator.

• Proper accident/incident procedures.

In addition to the requirements previously mentioned, all transit vehicle drivers 
must follow the “Safe Driving Habits” (Section III) and “Proper Use of Vehicles” 
(Section VI, Part 19) of the Operator’s Manual  (see Appendix 7).  

E. Local & Federal Safety Law
The Transit Operator is responsible for incorporating all applicable local, state, and
federal laws into their employee’s safety programs and training such as Employee



System Safety Program Plan - Hernando County

Hernando County SSPP – Certification Year 2023 Page 19 

LIMITED SHARING 

Right to Know and Occupational Safety & Health requirements. Hernando County 
also participates in this requirement for their employees. 

F. Wireless Communications
“Wireless communications device” is defined as an electronic or electrical device
capable of remote communication. Examples include cell phones, personal digital
assistants (PDAs) and portable computers (commonly called laptop computers). The
Transit Operator requires all employees to use wireless communications devices as
outlined in the Operator’s Manual in Section VI, Part 20, 20.06 and 20.07 page 28.

G. Accidents and Incidents
It is the responsibility of the Transit Operator to implement procedures for
reporting and investigating an accident/incident with the transit system in
accordance with 14-90.004(5), F.A.C. and Hernando County.  The Transit Operator
maintains a comprehensive accident/incident policy outlining the processes and
procedures for handling and responding to accidents/incidents.   The Transit
Operator’s General Manager shall notify the Transit Coordinator or designee as soon
as the event occurs and will provide the report with all signatures and supporting
documentation within two (2) business days.  The Transit Division staff will decide
if it is necessary to intervene with the process or allow the Transit Operator’s
General Manager and/or Supervisor to complete a full event investigation and a
Hazard Identification, Classification, and Resolution analysis in accordance with the
SSPP.

All accidents/incidents meeting one or more of the following criteria will be fully 
investigated: 

• A fatality occurs within 30 days of the event
• Injuries involving two or more people requiring medical attention away from

the scene
• Property damage greater than $1,000
• Evacuation of a transit vehicle

A formal notification and final formatted report of the accident/incident to be 
provided to the Transit Division staff and be in accordance with the Hazard 
Resolution process. This will include a description of the accident/incident and 
investigation activities, any follow-up activities, suggested preventative procedures, 
and/or any corrective actions necessary to avoid this occurrence in the future. The 
report will also outline the proposed schedule for implementation of the corrective 
actions and how they will be tracked. Please see the Agency Safety Plan’s (ASP) Risk 
and Hazard Identification and Assessment (Appendix #11). analysis in this Plan for 
additional details. Required updates to the SSPP and ASP will be reviewed with the 
County and implemented when necessary. 
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Any accident/incident involving a fatality shall be reported to the Florida 
Department of Transportation (FDOT) district office within thirty (30) days. In 
addition, any accident/incident meeting the National Transit Database’s (NTD) 
thresholds is to be reported accordingly.   

The Transit Operator will be responsible for maintaining a file of the 
accident/incident reports and all other applicable documentation.  All records will 
be maintained for a minimum of five (5) years. 

SECTION C – SECURITY PROGRAM PLAN (SPP) 

Hernando County has a Security Program Plan (SPP) pursuant to the requirements 
of Rule 14-90, Florida Administrative Code. This plan addresses the following areas:

• Security policies, goals, and objectives
• Organization, roles, and responsibilities
• Emergency management processes and procedures for mitigation,

preparedness, response, and recovery
• Procedures for investigation of events described under subsection 14-90.004(5),

F.A.C.
• Procedures for the establishment of interfaces with emergency response

organizations
• Procedures for interagency coordination with local law enforcement

jurisdictions
• Employee security and threat awareness training programs
• Security data acquisition and analysis
• Emergency preparedness drills and exercises
• Requirements for private contract transit providers that engage in continuous or

recurring transportation services for compensation as a result of a contractual
agreement with TheBus transit system

• Procedures for SPP maintenance and distribution
• Requirements for the Transit Operator

In accordance with Section 119.071(3) (a), F.S., the plan is stored in a secured 
location and given only to the applicable personnel within the agencies and 
departments responsible for activities in the plan. The SPP may be viewed at 
Hernando County’s Transit Division by any regulatory authorities or other 
authorized funding agencies as needed. 
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SECTION D – SYSTEM SAFETY DATA & ANALYSIS 

Acquisition and analysis of safety data will be used to review and report the 
effectiveness of the program.  The following are the types of information to be 
utilized, but not limited to: 

• Operator Event Report Form
• Industry Articles, Workshops, Websites, Etc.
• Maintenance Data
• Passenger Surveys & Complaints
• System Audits
• Monthly Safety Meetings
• Transit Operations Group (TOG) Meetings
• SmartDrive Software - Implemented by the Transit Operator
• On-board surveillance system

In July 2020, the Transit Division adopted the Agency Safety Plan (ASP) according to 
final rule 49 C.F.R. Part 673 which required all transit agencies to develop a safety 
plan that includes the processes and procedures necessary for implementing a 
Safety Management System (SMS). The Transit Operator’s General Manager and the 
Transit Division staff will review the data and when appropriate, apply the  Risk and 
Hazard Identification and Assessment  process. 

SECTION E – RISK AND HAZARD IDENTIFICATION AND ASSESSMENT 

Hazard Identification is the responsibility of all Hernando County Transit employees 
and contractor. The continuous identification, monitoring, and elimination of 
hazards is key to an effective system safety program. Hazard identification methods 
include, but are not limited to the following: 

• Observation, inspection, and interaction of all Hernando County Transit
employees.

• Reports from passengers, customer service, etc.

• Evaluation of accidents, incidents, near misses, to include data trends and
projections.

• Safety certification, system integration testing, pre-revenue testing, system
modification, configuration management verification, and inspection processes.

• Internal and external safety audits, inspections, observations, defects, findings,
observations, violations, and reviews.



System Safety Program Plan - Hernando County

Hernando County SSPP – Certification Year 2023 Page 22 

LIMITED SHARING 

Hazard Severity is the classification of the identified hazards in terms of severity 
and probability. Hazard Severity is defined as a subjective measure of the factual 
data for the identified hazard. The following categorization will be used: 

• Catastrophic - Deaths/Fatality (not including suicide or death by natural causes)
Equipment destroyed

• Hazardous - Seriously injury: fracture, severe bleeding, paralysis, Brain injury.
Major equipment damage (out of service greater than 5 days)

• Moderate - Minor Injury: bruising, abrasions, bleeding, sprains (ambulance
transport) Minor damage (out of service less than 5 days)

• Minor - Minor incident: Minor injury-bruising, abrasion (no ambulance
transport) Slight Damage/cosmetic

• Negligible- Insignificant. No injury. No damage

Hazard probability is the chance that a specific identified hazard will occur. The 
following categorization will be used: 

• Frequent - Likely to occur/has occurred frequently
• Occasional – Likely to occur/has occurred sometimes
• Remote - Unlikely to occur/has occurred rarely, but possible.
• Improbable - Very unlikely to occur but has happened.
• Extremely Improbable – Almost inconceivable that this will ever occur

Hazard Resolution is the formalized procedures/actions taken to minimize the 
risks associated with the identified hazard. The Hazard Resolution Matrix (see 
Appendix 11) will determine which events are acceptable, unacceptable, 
undesirable, and acceptable with further review.  Corrective actions and/or 
procedures on how to reduce the likelihood of any hazard that is deemed 
unacceptable, or undesirable will be included.  The results of the analysis and any 
accompanying procedures will be distributed to the applicable personnel. 

SECTION F – CERTIFICATION 

Annually, the Planning and Zoning Director and Transit Operator General Manager 
will certify to Florida Department of Transportation compliance with its adopted 
SSPP and SPP by February 15th (See Appendix 12). The certification will attest to the 
following:  

1. The Agency has adopted a System Safety Program Plan (SSPP) and a Security
Program Plan (SPP) pursuant to the standards set forth in Rule Chapter 14-90,
Florida Administrative Code.



System Safety Program Plan - Hernando County

Hernando County SSPP – Certification Year 2023 Page 23 

LIMITED SHARING 

2. The Agency is in compliance with its adopted SSPP and SPP.

3. The Agency has performed annual safety inspections on all operational vehicles
in accordance with Rule Chapter 14-90, Florida Administrative Code.

4. The Agency has conducted reviews of SSPP and SPP and the plans have been
adopted.

Additionally, the certification will include the entity responsible for completing the annual 
bus safety inspection certification. 
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Appendix 1: 
Rule 14-90, Florida Administrative Code 



14-90.004 Bus Transit System Operational Standards.
(1) Each bus transit system shall develop and adopt an SSPP that complies with or exceeds the established safety standards set

forth in this rule chapter. 
(a) The SSPP shall address the following safety elements and requirements:
1. Safety policies and responsibilities.
2. Vehicle and equipment standards and procurement criteria.
3. Operational standards and procedures.
4. Bus driver and employee selection.
5. Driving requirements.
6. Bus driver and employee training. As part of the driver training program, specific procedures, and training shall be

implemented to instruct the driver on how to safely approach and depart from a transit bus stop to avoid contact with pedestians and 
other hazards. 

7. Vehicle maintenance.
8. Investigations of events described under subsection 14-90.004(5), F.A.C.
9. Hazard identification and resolution.
10. Equipment for transporting wheelchairs.
11. Safety data acquisition and analysis.
12. A wireless communication plan and procedure that provides for the safe operation of the bus transit vehicle. The wireless

communication plan and procedure shall assure that: 
a. The use of a personal wireless communication device is prohibited while the transit vehicle is in motion, and
b. All personal wireless communications devices are turned off with any earpieces removed from the operator’s ear while

occupying the driver’s seat. 
13. A policy on the use of a wireless communications device issued to the operator by the bus transit system for business related

purposes. Policies developed shall assure that: 
a. Guidelines are developed that allow for the use of a wireless communications device in emergency situations, and
b. The use of a wireless communications device does not interfere with the operator’s safety related duties.
14. The Bus Transit System shall develop a driver educational training program addressing:
a. The proper use of a wireless communications device issued to the operator by the Bus Transit System while in the

performance of their safety related duties, and 
b. The hazards associated with driving and utilizing a wireless communications device.
15. Safety standards for private contract bus transit system(s) that provide(s) continuous or recurring transportation services for

compensation as a result of a contractual agreement with the bus transit system. 
(b) Each bus transit system shall implement and comply with the SSPP during the operation of the system.
(c) Each bus transit system shall require that all operable transit buses be inspected at least once per year in accordance with

established standards. 
(d) Each bus transit system shall submit an annual safety certification to the Department verifying the following:
1. Adoption of an SSPP, which meets or exceeds the established standards set forth in this rule chapter.
2. Compliance with its adopted SSPP and that safety inspections have been performed at least once a year on all buses operated

by the bus transit system, by persons meeting the requirements set forth in Rule 14-90.009, F.A.C. 
(e) Bus transit systems shall immediately suspend affected system service operations if, at any time, continued operation of the

system, or a portion thereof, poses an immediate danger to public safety. 
(2) Each bus transit system shall develop and adopt an SPP that meets or exceeds the security requirements set forth in this rule

chapter. The SPP shall be adopted separately from the SSPP. 
(a) The SPP shall address the following security requirements:
1. Security policies, goals, and objectives.
2. Organization, roles, and responsibilities.
3. Emergency management processes and procedures for mitigation, preparedness, response, and recovery.
4. Procedures for investigation of events described under subsection 14-90.004(5), F.A.C.
5. Procedures for the establishment of interfaces with emergency response organizations.



6. Procedures for interagency coordination with local law enforcement jurisdictions.
7. Employee security and threat awareness training programs.
8. Security data acquisition and analysis.
9. Emergency preparedness drills and exercises.
10. Requirements for private contract transit providers that engage in continuous or recurring transportation services for

compensation as a result of a contractual agreement with the bus transit system. 
11. Procedures for SPP maintenance and distribution.
(b) Each bus transit system shall implement and comply with the SPP during the operation of the system.
(c) Bus transit systems that engage in a contract with a private contract transit provider shall:
1. Establish minimum security requirements which apply to private contract transit providers.
2. Monitor and assure that each private contract transit provider complies with established security requirements during the term

of the contract. 
(d) Bus transit systems are prohibited by Section 119.071(3)(a), F.S., from publicly disclosing the SPP or the security portion of

the SSPP, as applicable, under any circumstance. 
(3) Bus transit systems shall establish criteria and procedures for the selection, qualification, and training of all drivers. The

criteria shall include the following: 
(a) Driver qualifications and background checks meeting minimum hiring standards.
(b) Driving and criminal background checks for all new drivers.
(c) Verification and documentation of valid driver licenses for all employees who drive buses.
(d) Training and testing to demonstrate and ensure adequate skills and capabilities to safely operate each type of bus or bus

combination before driving on a street or highway unsupervised. As a minimum requirement, drivers shall be given explicit 
instructional and procedural training and testing in the following areas: 

1. Bus transit system safety and operational policies and procedures.
2. Operational bus and equipment inspections.
3. Bus equipment familiarization.
4. Basic operations and maneuvering.
5. Boarding and alighting passengers.
6. Operation of wheelchair lifts and other special equipment.
7. Defensive driving.
8. Passenger assistance and securement.
9. Handling of emergencies and security threats.
10. Security and threat awareness.
11. Driving conditions.
(e) Bus transit systems shall provide written operational and safety procedures to all bus drivers before driving on streets or

highways unsupervised. At a minimum, these procedures and instructions shall address the following: 
1. Communication and handling of unsafe conditions, security threats, and emergencies.
2. Familiarization and operation of safety and emergency equipment, wheelchair lift equipment, and restraining devices.
3. Application and compliance with all applicable federal and state laws, rules, and regulations.
(f) The provisions in paragraphs (d) and (e), above, shall not apply to personnel licensed and authorized by the bus transit

system to drive, move, or road test a bus in order to perform repairs or maintenance services when it has been determined that such 
temporary operation does not create unsafe operating conditions or create a hazard to public safety. 

(g) Bus transit systems shall maintain the following records for at least four years:
1. Records of bus driver background checks and qualifications.
2. Detailed descriptions of training administered and completed by each bus driver.
3. A record of each bus driver’s duty status which shall include total days worked, on-duty hours, driving hours, and time of

reporting on and off duty each day. 
(h) Each bus transit system shall establish a drug-free workplace policy statement in accordance with 49 C.F.R. Part 32 and a

substance abuse management and testing program in accordance with 49 C.F.R. Parts 40 and 655, October 1, 2009, hereby 
incorporated by reference. 



(i) Bus transit systems shall require that drivers write and submit a daily bus inspection report pursuant to Rule 14-90.006,
F.A.C. 

(4) Bus transit systems shall establish a maintenance plan and procedures for preventative and routine maintenance for all buses
operated. The maintenance plan and procedures shall assure that: 

(a) All buses operated, and all parts and accessories on such buses, including those specified in Rule 14-90.007, F.A.C., and any
additional parts and accessories which may affect safety of operation, including frame and frame assemblies, suspension systems, 
axles and attaching parts, wheels and rims, and steering systems, are regularly and systematically inspected, maintained, and 
lubricated to standards that meet or exceed the bus manufacturer’s recommendations and requirements. 

(b) A recording and tracking system is established for the types of inspections, maintenance, and lubrication intervals
documenting the date or mileage when these services are due. Required maintenance inspections shall be more comprehensive than 
daily inspections performed by the driver. 

(c) Proper preventive maintenance is performed when a bus is assigned away from the system’s regular maintenance facility or
when maintenance services are performed under contract. 

(d) Records are maintained and provide written documentation of preventive maintenance, regular maintenance, inspections,
lubrication, and repairs performed for each bus under their control. Such records shall be maintained by the bus transit system for at 
least four years and, at a minimum, provide the following information: 

1. Identification of the bus, the make, model, and license number, or other means of positive identification and ownership.
2. Date, mileage, description, and each type of inspection, maintenance, lubrication, or repair performed.
3. If not owned by the bus transit system, the name of any person furnishing a bus.
4. The name and address of any entity or contractor performing an inspection, maintenance, lubrication, or repair.
(5) Each bus transit system shall investigate, or cause to be investigated, any event involving a bus or taking place on bus transit

system controlled property resulting in a fatality, injury, or property damage as follows: 
(a) A fatality, where an individual is confirmed dead within 30 days of a bus transit system related event, excluding suicides and

deaths from illnesses. 
(b) Injuries requiring immediate medical attention away from the scene for two or more individuals.
(c) Property damage to bus transit system buses, non-bus transit system vehicles, other bus system property or facilities, or any

other property. The bus transit system shall have the discretion to investigate events resulting in property damage less than $1,000. 
(d) Evacuation of a bus due to a life safety event where there is imminent danger to passengers on the bus, excluding

evacuations due to operational issues. 
(6) Each investigation shall be documented in a final report that includes a description of investigation activities, identified

causal factors, and any identified corrective action plan. 
(a) Each corrective action plan shall identify the action to be taken by the bus transit system and the schedule for its

implementation. 
(b) The bus transit system shall monitor and track the implementation of each corrective action plan.
(7) Investigation reports, corrective action plans, and related supporting documentation shall be maintained by the bus transit

system for a minimum of four years from the date of completion of the investigation. 

Rulemaking Authority 334.044(2), 341.061(2) FS. Law Implemented 119.071, 341.041(3), 341.061(1)(b), 341.061(2)(a) FS. History–New 9-7-87, 

Amended 11-10-92, 8-7-05, 6-24-08, 9-16-10.
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Appendix 2: 
Organizational Charts 





Fleet Management Organizational Chart 
12/20/2022

Fleet Manager 
Brenda Peshel

Responsible for all Fleet operations, fuel 
sites, asset management, vehicle 

maintenance and repair

Finance Coordinator 

Vacant
Responsible for all Fleet operations, fuel 

sites, asset management, vehicle 
maintenance and repair finance related 

Asset Information Specialist

Victoria Hill
Responsible for surplus collections, 

inventory, storage and final distributions

Fleet Supervisor

Mario Perez
Responsible for all Fleet vehicle 

maintenance and repair

Service Writer
Raymond Maker

Responsible for all Fleet operations, 
asset management, vehicle maintenance 

and repair

Fleet Technicians (9)

Karl Deuss, Edward Frederick, James 
Huetcher, Rick Roberts, Mark Brown, 
Chris Rachel, Aaron Klepac, Dennis 

Baker, 1 Vacancy

Responsible for maintenance and repair 
of county vehicles and Equipment



JEFF ROGERS

COUNTY ADMINISTRATOR

SCOTT HERRING

DEPT OF PUBLIC WORKS

AARON POOL

DEVELOPMENT 
SERVICES

CRAIG BECKER

FACILITIES 
MAINTENANCE

BRENDA PESHEL

FLEET OPERATIONS

Hernando County Board of County Commissioners Organization

NOVEMBER 2022

BOARD OF COUNTY COMMISSIONERS

TONI BRADY

PURCHASING AND 

CONTRACTS

DOMINIQUE HOLMES

OFFICE OF PUBLIC 
INFORMATION 

MICHELLE MILLER

PLANNING DEPARTMENT

SCOTT HERRING

ENGINEERING

GORDON ONDERDONK II

UTILITIES

CYNTHIA LOFTIS-CULP

LIBRARY SERVICES 

VALERIE PIANTA

ECONOMIC 
DEVELOPMENT

TAMMY HEON

TOURIST 
DEVELOPMENT

CHRIS LINSBECK

COMMUNITY SERVICES

ROBERT TALMAGE

PARKS AND 
RECREATION/

SENSITIVE LANDS

TONI BRADY

OFFICE OF 
MANAGEMENT AND 

BUDGET

STEVE MILLER

AIRPORT OPERATION

MICHELLE POSEWITZ

HUMAN RESOURCES / 
RISK / WORKERS COMPPAUL HASENMEIER

FIRE AND EMERGENCY 
SERVICES

JAMES TERRY

ANIMAL SERVICES

VEDA RAMIREZ

HEALTH AND HUMAN 
SERVICES

TONY GRAHAM

VETERANS SERVICE

JON JOUBEN

COUNTY ATTORNEY

SCOTT HARPER

SOLID WASTE AND 
RECYCLING

SANDRA FISHER-GRAINGER

MOSQUITO CONTROL

DENNIS O’KEEFE

BUILDING DEPARTMENT

AARON POOL

ZONING / CODE 
ENFORCEMENT

JAMES COLEMAN

OFFICE OF EMERGENCY 
MANAGEMENT

TOBEY PHILLIPS

DEPUTY COUNTY 
ADMINSTRATOR

CARLA BURRMANN

WATERWAYS / AQUATIC 
SERVICES

STEPHEN STACK

ROAD MAINTENANCE / 
TRAFFIC

GORDON ONDERDONK II

WATER / WASTEWATER

JIM DAVIS

COUNTY EXTENSION

HERNANDO COUNTY CITIZENS

PAUL HASENMEIER

PUBLIC SAFETY

VALERIE PIANTA

OFFICE OF ECONOMIC 
DEVELOPMENT

(VACANT)

MASS TRANSIT

JOE TRIOLO

COMMUNITY 
DEVELOPMENT
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Transit Maintenance Plan 
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Appendix 4: 
Annual Safety Inspection Form 
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Appendix 5: 
FDOT Medical Examination Form 



Form MCSA-5875� OMB No.: 2126-0006 Expiration Date: 12/31/2024

Page 1

U.S. Department of Transportation
Federal Motor Carrier
Safety Administration

Rev 12/15/2021

Public Burden Statement
A Federal agency may not conduct or sponsor, and a person is not required to respond to, nor shall a person be subject to a penalty for failure to comply with a collection of information subject to the requirements of 
the Paperwork Reduction Act unless that collection of information displays a current valid OMB Control Number. The OMB Control Number for this information collection is 2126-0006. Public reporting for this collection 
of information is estimated to be approximately 25 minutes per response, including the time for reviewing instructions, gathering the data needed, and completing and reviewing the collection of information. All 
responses to this collection of information are mandatory. Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden to: 
Information Collection Clearance Officer, Federal Motor Carrier Safety Administration, MC-RRA, 1200 New Jersey Avenue, SE, Washington, D.C. 20590.

Medical Examination Report Form 
(for Commercial Driver Medical Certification)

Middle Initial:Last Name:

Street Address:

Driver’s License Number:

E-Mail (optional): CLP/CDL Applicant/Holder*:

Has your USDOT/FMCSA medical certificate ever been denied or issued for less than 2 years?

Have you ever had surgery? If “yes,” please list and explain below.

Are you currently taking medications (prescription, over-the-counter, herbal remedies, diet supplements)? 
If “yes,” please describe below.

First Name:

City: State/Province:

Issuing State/Province:

Zip Code:

Phone:

Driver ID Verified By**:

SECTION 1. Driver Information (to be filled out by the driver)

Date of Birth: Age:

Yes

Yes

Yes

Yes

No

No

No

No

Not Sure

Not Sure

Not Sure

**This document contains sensitive information and is for official use only. Improper handling of this information could negatively affect individuals. Handle and secure this 
information appropriately to prevent inadvertent disclosure by keeping the documents under the control of authorized persons. Properly dispose of this document when 
no longer required to be maintained by regulatory requirements.**

MEDICAL RECORD #

(or sticker)

PERSONAL INFORMATION

DRIVER HEALTH HISTORY

*CLP/CDL Applicant/Holder: See instructions for definitions. **Driver ID Verified By: Record what type of photo ID was used to verify the identity of the driver, e.g., CDL, driver’s license, passport. 
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Page 2

Last Name: First Name: DOB: Exam Date:

DRIVER HEALTH HISTORY (continued)

CMV DRIVER’S SIGNATURE

DRIVER HEALTH HISTORY REVIEW

Do you have or have you ever had: Yes YesNo No
Not 
Sure

Not 
Sure

1. Head/brain injuries or illnesses (e.g., concussion) 16.  Dizziness, headaches, numbness, tingling, or memory 
loss

17. Unexplained weight loss

18. Stroke, mini-stroke (TIA), paralysis, or weakness

19. Missing or limited use of arm, hand, finger, leg, foot, toe

20. Neck or back problems

21. Bone, muscle, joint, or nerve problems

22. Blood clots or bleeding problems

23. Cancer

24. Chronic (long-term) infection or other chronic diseases
25.  Sleep disorders, pauses in breathing while asleep, 

daytime sleepiness, loud snoring
26. Have you ever had a sleep test (e.g., sleep apnea)?

27. Have you ever spent a night in the hospital?

28. Have you ever had a broken bone?

29. Have you ever used or do you now use tobacco?

30. Do you currently drink alcohol?
31.  Have you used an illegal substance within the past 

two years?
32.  Have you ever failed a drug test or been dependent 

on an illegal substance?

2. Seizures/epilepsy

3. Eye problems (except glasses or contacts)

4. Ear and/or hearing problems
5.  Heart disease, heart attack, bypass, or other heart 

problems
6.  Pacemaker, stents, implantable devices, or other heart 

procedures
7. High blood pressure

8. High cholesterol
9.  Chronic (long-term) cough, shortness of breath, or 

other breathing problems
10. Lung disease (e.g., asthma)
11.  Kidney problems, kidney stones, or pain/problems 

with urination
12. Stomach, liver, or digestive problems

13. Diabetes or blood sugar problems
Insulin used

14.  Anxiety, depression, nervousness, other mental health 
problems

15. Fainting or passing out

Other health condition(s) not described above:

Did you answer “yes” to any of questions 1-32? If so, please comment further on those health conditions below:

Yes

Yes

No

No

Not Sure

Not Sure

I certify that the above information is accurate and complete. I understand that inaccurate, false or missing information may invalidate the examination 
and my Medical Examiner’s Certificate, that submission of fraudulent or intentionally false information is a violation of 49 CFR 390.35, and that submission 
of fraudulent or intentionally false information may subject me to civil or criminal penalties under 49 CFR 390.37 and 49 CFR 386 Appendices A and B.

Review and discuss pertinent driver answers and any available medical records. Comment on the driver’s responses to the “health history” questions that may affect the 
driver’s safe operation of a commercial motor vehicle (CMV).

Driver’s Signature: Date:

SECTION 2. Examination Report (to be filled out by the medical examiner)

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.390#se49.5.390_135
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.390#se49.5.390_137
https://www.ecfr.gov/cgi-bin/text-idx?SID=15ff246ad2c354d3d592b19a9b3f7344&mc=true&node=sp49.5.386.g&rgn=div6
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Last Name: First Name: DOB: Exam Date:

TESTING

PHYSICAL EXAMINATION

Pulse Rate: Height: Weight:feet poundsinchesPulse rhythm regular: Yes No

Blood Pressure Systolic Diastolic

Sitting

Second reading 
(optional)

Urinalysis Sp. Gr. Protein Blood Sugar

Urinalysis is required. 
Numerical readings 
must be recorded.

Other testing if indicated

Vision

Acuity

Body System
1. General 8. Abdomen
2. Skin 9. Genito-urinary system including hernias
3. Eyes 10. Back/spine
4. Ears 11. Extremities/joints
5. Mouth/throat 12. Neurological system including reflexes
6. Cardiovascular 13. Gait
7. Lungs/chest

Discuss any abnormal answers in detail in the space below and indicate whether it would affect the driver’s ability to operate a CMV.
Enter applicable item number before each comment.

14. Vascular system

Body SystemNormal NormalAbnormal Abnormal

Right Eye:

Left Eye:

Both Eyes:

20/

20/

20/

20/

20/

20/

Right Eye:

Left Eye:

degrees

degrees

Uncorrected Corrected Horizontal Field of Vision Check if hearing aid used for test:

Right Ear:

Average (right): Average (left):

500 Hz 500 Hz1000 Hz 1000 Hz2000 Hz 2000 Hz

Left Ear:

Whisper Test Results

Audiometric Test Results

Right Ear Left Ear
Record distance (in feet) from driver at which a forced 
whispered voice can first be heard

Hearing

OR

Protein, blood, or sugar in the urine may be an indication for further testing to  
rule out any underlying medical problem.

Standard: Must first perceive whispered voice at not less than 5 feet OR average 
hearing loss of less than or equal to 40 dB, in better ear (with or without hearing aid).

Standard is at least 20/40 acuity (Snellen) in each eye with or without correction. 
At least 70° field of vision in horizontal meridian measured in each eye. The use of 
corrective lenses should be noted on the Medical Examiner’s Certificate.

Yes No
Applicant can recognize and distinguish among traffic control 
signals and devices showing red, green, and amber colors

The presence of a certain condition may not necessarily disqualify a driver, particularly if the condition is controlled adequately, is not likely to 
worsen, or is readily amenable to treatment. Even if a condition does not disqualify a driver, the Medical Examiner may consider deferring the driver 
temporarily. Also, the driver should be advised to take the necessary steps to correct the condition as soon as possible, particularly if neglecting the 
condition could result in a more serious illness that might affect driving.
Check the body systems for abnormalities.

Monocular vision

Referred to ophthalmologist or optometrist?

Received documentation from ophthalmologist or optometrist?

Right Ear Left Ear Neither



Form MCSA-5875� OMB No.: 2126-0006 Expiration Date: 12/31/2024

Page 4

Last Name:

Medical Examiner’s Signature:

Medical Examiner’s Name (please print or type):

Medical Examiner’s Address:

Medical Examiner’s Telephone Number:

Medical Examiner’s State License, Certificate, or Registration Number:

City:

Date Certificate Signed:

Medical Examiner’s Certificate Expiration Date:National Registry Number:

State:

Issuing State:

Zip Code:

First Name: DOB: Exam Date:

MEDICAL EXAMINER DETERMINATION (Federal)

Please complete only one of the following (Federal or State) Medical Examiner Determination sections:

Use this section for examinations performed in accordance with the Federal Motor Carrier Safety Regulations (49 CFR 391.41-391.49):

Does not meet standards (specify reason):

Determination pending (specify reason):

Incomplete examination (specify reason):

Meets standards, but periodic monitoring required (specify reason):

Wearing corrective lenses

MD

Accompanied by a Skill Performance Evaluation (SPE) Certificate

Driving within an exempt intracity zone (see 49 CFR 391.62) (Federal)

Qualified by operation of 49 CFR 391.64 (Federal)

Wearing hearing aid

DO

Accompanied by a waiver/exemption (specify type):

Physician Assistant Chiropractor Advanced Practice Nurse

Return to medical exam office for follow-up on (must be 45 days or less):

Other Practitioner (specify):

Medical Examination Report amended (specify reason):

3 months 6 months 1 year other (specify):Driver qualified for:

Meets standards in 49 CFR 391.41; qualifies for 2-year certificate

(if amended) Medical Examiner’s Signature: Date:

If the driver meets the standards outlined in 49 CFR 391.41, then complete a Medical Examiner’s Certificate as stated in 49 CFR 391.43(h), as appropriate.

I have performed this evaluation for certification. I have personally reviewed all available records and recorded information pertaining to this 
evaluation, and attest that, to the best of my knowledge, I believe it to be true and correct.

http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=39a65387939385e39223dab3dcdda350&n=pt49.5.391&r=PART&ty=HTML#sp49.5.391.e
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_162
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_164
https://www.fmcsa.dot.gov/regulations/title49/section/391.41
https://www.fmcsa.dot.gov/regulations/title49/section/391.41
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391
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Last Name: First Name: DOB: Exam Date:

MEDICAL EXAMINER DETERMINATION (State)

Use this section for examinations performed in accordance with the Federal Motor Carrier Safety Regulations (49 CFR 391.41-391.49) with any applicable State 
variances (which will only be valid for intrastate operations):

Does not meet standards in 49 CFR 391.41 with any applicable State variances (specify reason):

Meets standards in 49 CFR 391.41 with any applicable State variances

Meets standards, but periodic monitoring required (specify reason):

3 months 6 months 1 year other (specify):Driver qualified for:

Wearing corrective lenses Wearing hearing aid Accompanied by a waiver/exemption (specify type):

Accompanied by a Skill Performance Evaluation (SPE) Certificate Grandfathered from State requirements (State)

If the driver meets the standards outlined in 49 CFR 391.41, with applicable State variances, then complete a Medical Examiner’s Certificate, as appropriate.

I have performed this evaluation for certification. I have personally reviewed all available records and recorded information pertaining to this 
evaluation, and attest that, to the best of my knowledge, I believe it to be true and correct.

Medical Examiner’s Signature:

Medical Examiner’s Name (please print or type):

Medical Examiner’s Address:

Medical Examiner’s Telephone Number:

Medical Examiner’s State License, Certificate, or Registration Number:

City:

Date Certificate Signed:

Medical Examiner’s Certificate Expiration Date:National Registry Number:

State:

Issuing State:

Zip Code:

MD DO Physician Assistant Chiropractor Advanced Practice Nurse

Other Practitioner (specify):

http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=39a65387939385e39223dab3dcdda350&n=pt49.5.391&r=PART&ty=HTML#sp49.5.391.e
https://www.fmcsa.dot.gov/regulations/title49/section/391.41
https://www.fmcsa.dot.gov/regulations/title49/section/391.41
https://www.fmcsa.dot.gov/regulations/title49/section/391.41
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Instructions for Completing the Medical Examination Report Form (MCSA-5875)

I. Step-By-Step Instructions

Driver:

Section 1: Driver Information

• Personal Information: Please complete this section using your name as written on your driver’s license,
your current address and phone number, your date of birth, age, driver’s license number and issuing state.

◦ CLP/CDL Applicant/Holder: Check “yes” if you are a commercial learner’s permit (CLP) or commercial
driver’s license (CDL) holder, or are applying for a CLP or CDL. CDL means a license issued by a State
or the District of Columbia which authorizes the individual to operate a class of a commercial motor
vehicle (CMV). A CMV that requires a CDL is one that: (1) has a gross combination weight rating or
gross combination weight of 26,001 pounds or more inclusive of a towed unit with a gross vehicle
weight rating (GVWR) or gross vehicle weight (GVW) of more than 10,000 pounds; or (2) has a GVWR
or GVW of 26,001 pounds or more; or (3) is designed to transport 16 or more passengers, including
the driver; or (4) is used to transport either hazardous materials requiring hazardous materials
placards on the vehicle or any quantity of a select agent or toxin.

◦ Driver ID Verified By: The Medical Examiner/staff completes this item and notes the type of photo ID
used to verify the driver’s identity such as, commercial driver’s license, driver’s license, or passport, etc.

◦ Has your USDOT/FMCSA medical certificate ever been denied or issued for less than two years?
Please check the correct box “yes” or “no” and if you aren’t sure check the “not sure” box.

• Driver Health History:

◦ Have you ever had surgery: Please check “yes” if you have ever had surgery and provide a written
explanation of the details (type of surgery, date of surgery, etc.)

◦ Are you currently taking medications (prescription, over-the-counter, herbal remedies, diet
supplements): Please check “yes” if you are taking any diet supplements, herbal remedies, or
prescription or over the counter medications. In the box below the question, indicate the name of
the medication and the dosage.

◦ #1-32: Please complete this section by checking the “yes” box to indicate that you have, or have ever
had, the health condition listed or the “No” box if you have not. Check the “not sure” box if you are
unsure.

◦ Other Health Conditions not described above: If you have, or have had, any other health condi-
tions not listed in the section above, check “Yes” and in the box provided and list those condition(s).

◦ Any yes answers to questions #1-32 above: If you have answered “yes” to any of the questions in
the Driver Health History section above, please explain your answers further in the box below the
question. For example, if you answered “yes” to question #5 regarding heart disease, heart attack,
bypass, or other heart problem, indicate which type of heart condition. If you checked “yes” to
question #23 regarding cancer, indicate the type of cancer. Please add any information that will be
helpful to the Medical Examiner.

• CMV Driver Signature and Date: Please read the certification statement, sign and date it, indicating
that the information you provided in Section 1 is accurate and complete.
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Medical Examiner:

Section 2: Examination Report

• Driver Health History Review: Review answers provided by the driver in the driver health history section
and discuss any “yes” and “not sure” responses. In addition, be sure to compare the medication list to the
health history responses ensuring that the medication list matches the medical conditions noted. Explore
with the driver any answers that seem unclear. Record any information that the driver omitted. As the
Medical Examiner conducting the driver’s physical examination you are required to complete the entire
medical examination even if you detect a medical condition that you consider disqualifying, such as
deafness. Medical Examiners are expected to determine the driver’s physical qualification for operating
a commercial vehicle safely. Thus, if you find a disqualifying condition for which a driver may receive a
Federal Motor Carrier Safety Administration medical exemption, please record that on the driver’s Medical
Examiner’s Certificate, Form MCSA-5876, as well as on the Medical Examination Report Form, MCSA-5875.

• Testing:

◦ Pulse rate and rhythm, height, and weight: record these as indicated on the form.

◦ Blood Pressure: record the blood pressure (systolic and diastolic) of the driver being examined. A
second reading is optional and should be recorded if found to be necessary.

◦ Urinalysis: record the numerical readings for the specific gravity, protein, blood and sugar.

◦ Vision: The current vision standard is provided on the form. When other than the Snellen chart is
used, give test results in Snellen-comparable values. When recording distance vision, use 20 feet
as normal. Record the vision acuity results and indicate if the driver can recognize and distinguish
among traffic control signals and devices showing red, green, and amber colors; has monocular
vision; has been referred to an ophthalmologist or optometrist; and if documentation has been
received from an ophthalmologist or optometrist.

◦ Hearing: The current hearing standard is provided on the form. Hearing can be tested using either a
whisper test or audiometric test. Record the test results in the corresponding section for the test used.

• Physical Examination: Check the body systems for abnormalities and indicate normal or abnormal
for each body system listed. Discuss any abnormal answers in detail in the space provided and indicate
whether it would affect the driver’s ability to safely operate a commercial motor vehicle.

In this next section, you will be completing either the Federal or State determination, not both.

• Medical Examiner Determination (Federal): Use this section for examinations performed in
accordance with the FMCSRs (49 CFR 391.41-391.49). Complete the medical examiner determination
section completely. When determining a driver’s physical qualification, please note that English language
proficiency (49 CFR part 391.11: General qualifications of drivers) is not factored into that determination.

◦ Does not meet standards: Select this option when a driver is determined to be not qualified and
provide an explanation of why the driver does not meet the standards in 49 CFR 391.41.

◦ Meets standards in 49 CFR 391.41; qualifies for 2-year certification: Select this option when a
driver is determined to be qualified and will be issued a 2-year Medical Examiner’s Certificate.

https://www.ecfr.gov/cgi-bin/text-idx?SID=e4c7bad7a48c74d8f794df62ee78763b&node=sp49.5.391.e&rgn=div6
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_111
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_141
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_141
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◦ Meets standards, but periodic monitoring is required: Select this option when a driver is
determined to be qualified but needs periodic monitoring and provide an explanation of why
periodic monitoring is required. Select the corresponding time frame that the driver is qualified for,
and if selecting “other” specify the time frame.

 — Determination that driver meets standards: Select all categories that apply to the driver’s
certification (e.g., wearing corrective lenses, accompanied by a waiver/exemption, driving within 
an exempt intracity zone, etc.).

◦ Determination pending: Select this option when more information is needed to make a qualification
decision and specify a date, on or before the 45 day expiration date, for the driver to return to the
medical exam office for follow-up. This will allow for a delay of the qualification decision for as many
as 45 days. If the disposition of the pending examination is not updated via the National Registry on or
before the 45 day expiration date, FMCSA will notify the examining medical examiner and the driver in
writing that the examination is no longer valid and that the driver is required to be re-examined.

 — MER amended: A Medical Examination Report Form (MER), MCSA-5875, may only be amended
while in determination pending status for situations where new information (e.g., test results, 
etc.) has been received or there has been a change in the driver’s medical status since the initial 
examination, but prior to a final qualification determination. Select this option when a Medical 
Examination Report Form, MCSA-5875, is being amended; provide the reason for the amendment, 
sign and date. In addition, initial and date any changes made on the Medical Examination Report 
Form, MCSA-5875. A Medical Examination Report Form, MCSA-5875, cannot be amended after 
an examination has been in determination pending status for more than 45 days or after a final 
qualification determination has been made. The driver is required to obtain a new physical 
examination and a new Medical Examination Report Form, MCSA-5875, should be completed.

◦ Incomplete examination: Select this when the physical examination is not completed for any
reason (e.g., driver decides they do not want to continue with the examination and leaves) other than
situations outlined under determination pending.

◦ Medical Examiner information, signature and date: Provide your name, address, phone number,
occupation, license, certificate, or registration number and issuing state, national registry number,
signature and date.

◦ Medical Examiner’s Certificate Expiration Date: Enter the date the driver’s Medical Examiner’s
Certificate (MEC) expires.

• Medical Examiner Determination (State): Use this section for examinations performed in accordance
with the FMCSRs (49 CFR 391.41-391.49) with any applicable State variances (which will only be valid for
intrastate operations). Complete the medical examiner determination section completely.

◦ Does not meet standards in 49 CFR 391.41 with any applicable State variances: Select this
option when a driver is determined to be not qualified and provide an explanation of why the driver
does not meet the standards in 49 CFR 391.41 with any applicable State variances.

◦ Meets standards in 49 CFR 391.41 with any applicable State variances: Select this option when a
driver is determined to be qualified and will be issued a 2-year Medical Examiner’s Certificate.

https://www.ecfr.gov/cgi-bin/text-idx?SID=e4c7bad7a48c74d8f794df62ee78763b&node=sp49.5.391.e&rgn=div6
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_141
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_141
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.391#se49.5.391_141
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II.  If updating an existing exam, you must resubmit the new exam results, via the Medical Examination
Results Form, MCSA-5850, to the National Registry, and the most recent dated exam will take precedence.

III.  To obtain additional information regarding this form go to the Medical Program’s page on the Federal
Motor Carrier Safety Administration’s website at http://www.fmcsa.dot.gov/regulations/medical.

◦ Meets standards, but periodic monitoring is required: Select this option when a driver is deter-
mined to be qualified but needs periodic monitoring and provide an explanation of why periodic
monitoring is required. Select the corresponding time frame that the driver is qualified for, and if
selecting “other” specify the time frame.

 — Determination that driver meets standards: Select all categories that apply to the driver’s
certification (e.g., wearing corrective lenses, accompanied by a waiver/exemption, etc.).

◦ Medical Examiner information, signature and date: Provide your name, address, phone number,
occupation, license, certificate, or registration number and issuing state, national registry number,
signature and date.

◦ Medical Examiner’s Certificate Expiration Date: Enter the date the driver’s Medical Examiner’s
Certificate (MEC) expires.

https://www.fmcsa.dot.gov/regulations/medical
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Hernando County Transit Management Inc

Trainee Instructor Date
Initials Initials Complete

2.8  Mandatory Safety Meetings
2.9  Florida Administrative Code (FAC) Chapter 14-90 FAC

2.5  Uniform Policy (After 90 days of employment 11 sets will be provided)
2.6  Drug Free Workplace

2.3  Professionalism, Proper Behavior, Appropriate Image with the Public and Appropriate 
 and Acceptable Relationships with Passengers

2.7  Wireless Communication Device Policy

2.4  Americans with Disabilities Act (ADA) Service Requirements
      (Reference: Operator Rule Book - Section VI, Part 25, pg. 32)

Employee Name

Date

PHASE I – ORIENTATION

INSTRUCTIONS: Each item must be reviewed and annotated to ensure that the employee receives the necessary preliminary information 
prior to starting new assignement.  

2. Review/Explain Rules and Regulations, to Include:

Operator's Training Checklist

1.2  Operator's Rule Book

1.5  Operational Documents Provided by Trainer

1.3  Employee ID & Security Access Card
1.4  Employee Parking Instructions

 Operational Shift Structure for Regular and Holiday Service (Runcut)
 Packet of Individual Route Schedules and System Map

1.1  Employee Manual (Attachment -Operator's Rules)

1. Employee Packet

 Daily Logs for Transit and ADA Services

 (Reference: Operator's Rule Book - Section V, Part 9, pgs. 15-16) 

 Bus Stop Sign and Bench Discrepancy Notice

2.1  Shift Selection and Work Schedule 

2.2  Duties/Standards (Reference: Employee Manual)
 (Reference: Operators Rule Book - Section VI, Part 11, pgs.19)

 Incident/Accident Reporting

REV 0621
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Hernando County Transit Management Inc

Trainee Instructor Date
Initials Initials Complete

Program 6 - Introduction to TheBus
Program 7 - Pre-Trip & Post Trip Inspections
Program 8 - Mirror Adjustment and Reference - Mirror Grid Station 
Program 9 - Preventing Rear End Collisions 
Program 10 - Intersections
Program 11 - Railroad Crossings
Program 12 - Pedestrian & Bicycle Awareness
Program 13 - Preventing Backing Accidents
Program 14 - Merging, Lane Changing & Passing 
Program 15 - Adverse Driving Conditions
Program 17 - Fatigue Management
Program 18 - Preventing Driver Distraction

Program 24 - Professionalism & Customer Service
Program 25 - Conflict & Aggression Mgmt
Program 26 - ADA Compliance & Sensitivity
Program 27 - Mobility Device
Program 29 - Preventing Harassment

3.6  Fare Collection/Passes/Password/Log On-Off/Passenger Counter

3.5  Safety Belt/Wheelchair Restraint Policy
 (Reference: Operators Rule Book - Section III, Part 4, pgs. 7-8 and Section VI, Part 25, pg. 33)

3. Classroom/Knowledge Requirements:

3.2  Fixed-Route Schedules and Directions
3.3  Layover Procedures

3.1  Professionalism/Customer Service Guidelines/Policy

PHASE I – ORIENTATION

Program 32 - Emergency Evacuations
Program 33 - What To Do In An Accident
Program 34 - Final Exam
FTA Drug & Alcohol - Effects & Consequences 

 (Reference: Operators Rule Book - Section V, Part 9-10, pgs. 15-18)

     (Reference: Operator Rule Book - Section VI, Part 17, pgs. 24-25) 

3.8  Bus Parking Instructions
3.9  Lost and Found (Reference: Operators Rule Book, Section VI, Part 23, pg. 31)
3.10 Pre-Trip Inspections Procedures
3.11 Training Videos (Located on the  RATDev SharePoint Site)

Program 2 - Federal Regulations
Program 3 - Safety Best Practices
Program 4 - Defensive Driving 

Program 19 - Hazardous Material Communication
Program 22 - Employee Safety Reporting Program

Program 30 - Creating A Drug & Alcohol Free Workplace

3.4  Electronic Log Procedures (RouteMatch Tablet)

3.7  Fixed-Route Deadhead Procedures 

Program 1 - Intro to Professional Driving

REV 0621
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Hernando County Transit Management Inc

Trainee Instructor Date
Initials Initials Complete

Trainer: 

Trainer: 

Trainer: 

Trainer: 

Trainer: 

Trainer: 

____________________________________________________ _________________________
 Employee's Signature  Date

____________________________________________________ _________________________
 Supervisor/Trainer's Signature  Date

____________________________________________________ _________________________
 Date

 Intercom (internal/external) and Automatic Voice Announciators (AVAs)

 Front/Rear Door Operation

 Bikes - Loading/Unloading

5. Routes Familiarization

 Kneeler System

4. Equipment/Hands-on Training Requirements:
4.1  Vehicle Operations and Driver Control

 (Requires explanation, demonstration, guidance and proficiency testing) 

 Two-ways radios

 Wheelchair Securement

 Front/Side Destination Signs

PHASE II – PROFICIENCY TRAINING

 Demand Response 

 Fixed-Route 

 Blue Route

 Red Route

 Spring Hill Area 

 Brooksville Area 

 General Manager's Signature

Certification by Employee : This checklist has been used to help you understand and perform your new assignment. Your
signature below signifies that you have received sufficient information and training to undertake your new position.

Certification by Supervisor/Trainer : This employee has received sufficient information and training to begin his/her new
assignment. 

 Purple Route

 Green Route 

REV 0621
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I 
INTRODUCTION 

It is the policy of Hernando County Transit Management Inc. (HCTM) to foster a mutual 
concern for the efficient, orderly, and safe conduct of its operations. Toward that end it is 
desirable to have clear, well-defined rules of personal conduct, which are understood and 
communicated between employees and management. 

These rules of conduct are not designed to restrict employee rights, but rather to define 
them and thus protect the rights of all. 

The Operator is the single most important person in the organization. The public’s opinion 
of the transit system is based on their opinion of the operator. These rules and regulations 
are designed to guide and assist the operator in fulfilling this responsibility. 

Operators shall hold their positions subject to the rules and regulations established by 
management. Management reserves the right to amend revise or add to these rules and 
regulations as the need arises, without prior notice. 

It is the responsibility of each operator to become familiar with and adhere to all rules, 
regulations, and special instructions of the company. Ignorance or misinterpretation of rules 
is no excuse for failure to comply. If in doubt an employee should get clarification from his 
or her supervisor. 

Where requirements in this rulebook are described with the “shall” stipulation, it is 
mandatory for employees to abide by the condition as stated.  Failure to abide by the 
requirement as stated will result in disciplinary actions up to and including discharge. 

Where requirements are described by the wording “should” employees are expected to 
abide by this condition, but extenuating circumstances will be considered if employees fail 
to bide by that condition. 

In addition to the rules, instructions to employees are issued from time to time whether 
verbally by members of the supervisory staff or written in the form of special orders posted 
on company bulletin boards. All such verbal instructions or written instructions or written 
special orders, whether in conflict with these rules or not, must be observed by employees 
while they are in force. 

Whenever a situation arises which is not covered by these rules, Special orders or 
instructions, the employee, if a supervisor cannot be contacted, must exercise his or her 
best judgment in deciding the safest and wisest course to follow. Operators should discuss 
their decisions with a supervisor at the earliest possible convenience. 

It should be understood this book provides rules and regulations for all HCTM operators 
regardless of if that operator drives a bus, a van or any other type of vehicle for 
transportation of passengers.  
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II 
Part 1 

GENERAL RULES AND REGULATIONS 

GENERAL OPERATOR REQUIREMENTS 

1.01 All Commercial operators are required to carry, a valid State of Florida, Commercial 
Driver’s License (CDL), Class B, with a Passenger endorsement and a valid DOT 
Medical Examiners Card and display their company ID. 

1.02         Operators who are found to have more than one driver’s license shall be discharged. 

1.03        Operators must notify a supervisor within 24 hours of all traffic violations, except off-
duty parking tickets, in a non-company vehicle. This applies in all cases regardless of 
whether the traffic violation was received by the operator while on or off duty. This 
notification must be in writing and must contain the following information: 

a. The Operators full name,
b. Date of offense and copy of the violation
c. A notation of whether the violation was committed in a commercial motor

vehicle or not
d. The location where the offense occurred.

Operators who fail to provide such notification in a timely manner shall be subject to 
disciplinary action up to and including discharge. 

1.04        Operators that have their licenses suspended, revoked, or canceled by any state, or who 
loses or is denied the privilege of driving a commercial motor vehicle in any state for any 
period, including being disqualified from driving a commercial motor vehicle, or who is 
subject to an "Out of Service” order, shall notify a supervisor immediately after they 
receive notice of that fact or no later than the end of the business day following the day 
the notice was received. Operators who fail to provide such notification in a timely 
manner shall be subject to discharge.    

1.05 Licenses shall be renewed prior to expiration date. Operators who work with an expired 
license shall be subject to disciplinary action, including discharge.  

1.06 Operators are required to strictly adhere to all regulations set forth for drivers of 
commercial motor vehicles as stated in the Florida Commercial Motor Vehicle Drivers 
Handbook and Chapter 14.90 F.A.C. 

1.07 Operators shall know and obey all state and local traffic regulations including special   
regulations concerning buses. 

1.08 Operators shall have a working telephone wherever they are living and provide the 
number to the office. Operators who change their telephone number(s) must give new 
number to the supervisor within 24 hours of the change. 
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Part 1 continued 
GENERAL RULES AND REGULATIONS 

1.09 All C.D.L. classified employees shall maintain a valid DOT Medical Card on their 
person while on duty.  

AUTHORIZATION, ACCESS AND USE OF VIDEO CAMERAS AND RELATED 
EQUIPMENT 

Only trained, authorized personnel shall have access to operating, monitoring, and 
retrieving data from security cameras. Unauthorized use, monitoring, surveillance, or 
misuse of any surveillance equipment or disabling or tampering with video cameras or 
related equipment by unauthorized persons/employees will result in the appropriate 
corrective/disciplinary action as covered by state law and/or HCTM procedures up to 
and including discharge. 

Part 2 
  PERSONAL APPEARANCE AND UNIFORM REQUIREMENTS 

2.01 Operators will maintain the highest standards of personal cleanliness while on duty. Hair 
will be clean and neatly cut, and well groomed. Moustaches, beards, and sideburns 
will be neatly trimmed. Maintaining good personal hygiene is essential. 

2.02 Uniforms, including safety vests, are provided to operators so they may present a sharp, 
professional appearance to the public. Company supplied uniforms and safety vests shall 
not be used for non-work-related activities. Uniforms rendered unfit for company 
service through non-work-related activities shall be replaced at the expense of the 
operator at a cost to be determined by HCTM’s uniform vendor. 

2.03 Operators, while on duty, shall wear only full regulation uniforms, including Safety 
Vests provided by the company. Sleeves of long-sleeved shirts may not be rolled. Boots 
may be worn on the inside of the trouser leg only. Sandals, Flip Flops or unusual 
footwear are not permitted. No opened-toe or open-heeled shoes are allowed. Heel 
height of footwear shall be no more than 1-1/2 inches. No visible body piercing except 
pierced ears. Gloves without fingers may not be worn unless they are black leather and 
designed specifically for driving. 
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III 
Part 3 

OPERATOR SAFETY 

3.01 It is the policy of HCTM to provide an effective safety program for all employees. The 
accomplishment of this objective is through a formal program of preventative safety 
measures, on-going safety coaching and education and the use of safety equipment to 
help insure the health and wellbeing of the operator while on the job and protection of 
passengers. 

3.02 Each operator is expected to adhere to all safety rules and regulations. Unsafe acts and 
conditions should be reported to a supervisor. 

3.03 Safety Vests must always be worn while on company property and while on-duty. 

3.04 The safety of passengers is the first consideration always. Operators must exercise care to 
prevent injury to persons and/or damage to property. 

3.05 Safety is of greater importance then the schedule. Operation of buses should be, under 
normal conditions, according to schedules and in a safe manner. Operation of equipment 
at an unsafe or unlawful speed to make up lost time or to maintain a schedule is 
prohibited. 

3.06 Unnecessary conversation between operator and passengers is discouraged. Other 
company employees must not converse with the operator while bus is in motion and shall 
not remain in operator’s area unless engaged in assigned duties. 

3.07 Situations involving unusual hazards or complications shall be reported to the dispatcher 
by radio and reported by the operator through Coruson, our SMS site. 

3.08 Operator Safety Barriers are installed in Fixed Route buses to assist in protecting the 
operator from a passenger assault or attack, and shall, in no way, be altered or be 
tampered with. 

3.09 All Operators are required to attend the Monthly Safety Meetings or be subject to 
disciplinary action. 
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III 
SAFETY 

Part 4 
SAFE DRIVING HABITS 

4.01 Operators should know and regularly practice defensive driving techniques. Defensive 
driving is “driving to prevent accidents despite adverse conditions and the incorrect 
actions of others.” 

4.02 Safety is an attitude. All operators should take pride in the knowledge of good safety 
practices and procedures. 

4.03 Operators should concentrate on driving always. Professional operators dismiss their 
worries or anger when they enter the vehicle. 

4.04 Operators are responsible for checking the safety of a vehicle (Pre-trip Inspections) before 
pulling off the lot. Special attention should be paid to tires, turn signals, brake lights, 
hazard lights, headlights, brakes and the presence of safety equipment like fire 
extinguishers, first aid kits and reflectors. Mirrors should be adjusted properly and 
checked for cleanliness. A formal Pre/post trip inspection must be performed and 
documented daily. 

4.05  Operators should be aware of hazard locations along the route(s) such as blind locations or 
intersections; low overhanging tree branches or building entrances; rough streets or 
potholes; trees, poles, signs, and fire hydrants too close to the curb; road construction 
areas; etc. 

4.06 Operators should start, stop and turn slowly to give the passenger the safest, most 
comfortable ride possible. 

4.07 Operators should never move a vehicle with the doors open. The doors should not be 
opened until the step wells are clear of passengers and the vehicle is completely stopped. 

4.08 Operators should constantly keep their eyes moving right, left, and straight ahead to spot 
potentially hazardous situations. 

4.09 Operators should avoid driving with one hand. In the event the dispatcher should relay 
instructions that need to be written down, operators should wait until they can safely stop 
the vehicle before writing. 

4.10 Operators should never press for the right-of-way. Yes, motorist are required to yield to 
buses however, do not push for the right of way. 

4.11 Operators should slow down at intersections or curves and use appropriate signals well in 
advance of any situation. 
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4.12 When stopped at an intersection or line of traffic, Operators should keep a distance such 
that they can see where the bottom of the rear tires of the vehicle directly in front touch the 
roadway and count to 3 before entering the intersection from a stop. 

III 
SAFETY 

Part 4 continued 

4.13 Operators should always limit the vehicle speed so there is clear space and time for an 
emergency stop especially during periods when poor visibility and weather conditions 
exist. 

4.14 All operators should be familiar with the perception/reaction distance involved in vehicle 
operation. It takes ¾ second from the time operators’ see the danger until they apply the 
brake. The reaction distance is calculated by adding the miles per hour the vehicle is 
traveling and the first digit of the speed (i.e.30 mph +3 = 33 feet traveled before braking). 

4.15 Operators also should be aware of the time and distance involved in stopping the vehicle 
after the brake has been applied. Stopping distance for vehicles increases as the weight 
increases. The larger the vehicle and the larger the number of passengers being transported, 
the greater the actual stopping distance will be. Operators should use the four second rule 
to prevent rear-end collisions and the need to stop suddenly. (Operators should spot a 
stationery object ahead and begin counting one-one thousand, and two-one thousand, three-
one thousand, four-one thousands the vehicles front directly passes the object. Operators 
are following at a safe distance if their vehicle does not pass the object before the count of 
four). 

4.16 Operators should be aware that even slight illness, extreme fatigue and certain prescription 
and over-the-counter drugs might slow their reaction time and affect their ability to judge 
distances, speed, and driving conditions. Operators should make allowances in his or her 
driving habits under these circumstances. Operators need to notify their supervisor if they 
are taking medication while driving and be prepared to submit a physician’s statement. 

4.17 Operators are always required to wear seat belts. 

4.18 All passengers transported on Demand Response (ADA) vehicles are required to wear 
seatbelts by law. 

4.19 Operators will only transport the maximum of two wheelchair/scooters. In the event of an 
emergency, fire or collision for ease of quickly alighting the passenger/s to safety. They 
must be properly tied down with a minimum of 4 securements. 

4.20 All staff operating any company vehicles are required to log into Smart Drive, RouteMatch 
and Flamingo, if so equipped. 

4.21 All staff are subject to temperature checks at the start of their shift. If the reading is 100.4 
or higher, the employee will be sent home. 
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SAFETY 

Part 5 

REPORTING PROCEDURES FOR ACCIDENTS AND INCIDENTS 

5.01 Operators are required to check that an Accident/Incident Reporting Kit is inside the bus, 
when operating a Hernando County Transit bus. Operators who use the kit must report to 
his or her supervisor that the accident kit was used. This is to ensure that the kit is replaced 
and or replenished. 

5.02 In the event of an accident/incident, it is the operators’ responsibility to ensure the safety 
and comfort of their passengers and continue to perform required duties in a professional 
manner. Operator should remain calm, as the passengers will be counting on their 
experience and guidance. Operators should reassure the passengers that everything is under 
control and that the service will be returned as soon as possible. 

5.03 Failure to report an accident/incident immediately or any attempt to conceal or 
misrepresent the facts of an accident/incident or leaving the scene of an accident, shall be 
cause for immediate dismissal. 

5.04 In the event of an accident operators should: 

a. STOP AND REMAIN AT THE SCENE. Operators shall remain at the scene until
told they may leave by a company official or in some cases by law enforcement.
Operators should not move their vehicle from the point of collision until instructed to
do so by law enforcement or company official, unless there exists a clear safety hazard
for the passengers on board or for other motorists. The vehicles emergency 4-way
flashers shall be illuminated immediately.

b. RENDER ASSISTANCE TO THE INJURED. In the event of personal injury to
either a passenger or a person outside of the bus, Operators shall render assistance to
the best of their ability. Operators should not render first aid unless they have been
trained to do so and should not move an injured person except to avoid danger, or
further injury. Operators should not ignore anyone’s claim of injury even though they
do not agree with the claim. They should note and report any statement of any person
who claims to be injured. They should also make a note of their own observations and
the comments or observations of others concerning these injuries.  Operators should
never tell a person claiming injury or damage that the company will contact them.

c. REPORT TO THE DISPATCHER BY RADIO. Operators shall immediately report
the accident/incident to the dispatcher by radio, once the welfare of the passenger/s
have been checked. The dispatcher will contact the supervisor and call 911. Operators
should report any injuries so that the dispatcher can notify the 911 Operator. If the radio
is inoperative, operator shall use their cell phone if they have one or ask a non-injured
passenger or another motorist to call 911 and the HCTM office.
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III 
SAFETY 

Part 5 continued 

d. PROTECT VEHICLE AND PASSENGERS FROM FURTHER INJURY.

If the accident occurred where it’s likely that another vehicle could become involved
due to a blind curve, etc., four reflective triangles or flares should be set out or
operators should seek assistance from someone on the scene to flag down approaching
vehicles. The bus should be evacuated only if remaining on the bus endangers the
passengers. Operators should count the passengers on the bus at the time of the
accident. Occasionally, a passer-by will attempt to get on the bus at the scene of an
accident and claim to be injured.

e. GIVE INFORMATION ONLY TO THE APPROPRIATE AUTHORITIES.

Operators shall refrain from any discussion or arguments with the other parties
involved in the accident. All information relating to the accident should be given only
to the police or a company official. A police report serves as documentation of what
happened and can protect the operator from false accusation by others who were
involved in the accident.

f. OBSERVE THE SCENE. Operators should observe everything around the scene of
the accident, survey all injuries and damages, and make notes of their observations and
any evidence they notice. Some information for the accident report can only be
obtained at the scene.

g. SECURE WITNESSES.  Operators will be responsible for distributing courtesy
(witness) Cards to passengers and persons on the street. When approaching witnesses,
operators should request their name and address quietly and courteously. In securing
witnesses either on the street or in the vehicle, operators should never ask, “Did you see
the accident?” Instead they should pass out the Courtesy Cards and say, “Hernando
County Transit Management” requires me to get the names of all my passengers (or
other persons in the near vicinity of the vehicle). May I have your name and address
please?” Many times, a person(s) who did not see the accident happen can nevertheless
give valuable information pertinent to the cause or result of the accident. It must be
indicated on each Courtesy Card whether the witness was a passenger in the company
vehicle, the other vehicle involved, or a passenger or driver of some other vehicle
standing on the street or near the accident.

h. WAIT FOR HELP. Wait for the arrival of Law Enforcement and or Fire/Rescue, (if
required) and a supervisor.

i. REPORT TO SUPERVISOR AT THE SCENE. When a supervisor arrives on the
scene, operators shall follow their instructions exactly and address any questions or
comments only to him or her. Operators shall only answer questions from the police, …
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III 
SAFETY cont. 

…company officials, or a properly identified investigator from our insurance company. 
Operators shall not discuss an accident/incident with anyone other than the appropriate 
authorities. In no instance shall operators involved in an accident/incident contact any 
of the parties involved to discuss the occurrence. If an operator is injured, such injury 
must be reported immediately. 

j. Operators should not argue with anyone about the accident. THEY SHOULD MAKE
NO STATEMENTS ABOUT THE ACCIDENT EITHER AT THE SCENE OR AT
ANY TIME TO ANYONE OTHER THAN THE POLICE AND AUTHORIZED
COMPANY PERSONNEL. Under no circumstances should they discuss the
incident with members of the media. Operators shall not sign any written statement
except the company incident forms, or a citation issued by a law enforcement agency.

k. Operators shall not volunteer any information that is not asked for.

l. Operators should NEVER make any comments reflecting on the equipment or vehicle
they were operating at the time of the accident. Such observations should be made only
to an authorized representative of the company.

m. An operator shall never attempt to appraise damages for anyone except a company
official.

5.05 Operators shall never attempt to contact injured persons either directly or through their 
family, hospital, or in any other manner. They should direct all questions to the supervisor. 

5.06 Operators should stop at the scene of an accident involving another bus to see if their 
assistance is required. This does not mean that they must wait at the scene of the accident 
until the supervisor arrives, unless their help is needed. 
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III 
DETERMINATION OF ACCIDENT PREVENTABILITY 

PART 6

6.01 A preventable accident is one in which an operator did not do everything in his or her 
control to prevent the accident. 

6.02 Determination by the Event Review Team (ERT) of accident preventability will be made 
independent of the police officer’s determination regarding the issuance of any citation(s) 
in accordance with the Safety Management System (SMS) plan. 

6.03 Responsibility of an accident will be determined by management, staff, and operator(s) 
based on the SMS investigative techniques.  

6.04 The Site Safety Council (SSC) will consist of the “General Manager”, a “Supervisor”, the 
“Admin Assistant” and a” Dispatcher” and a senior Operator when available. The 
committee will meet monthly, or, on an as-needed basis, to review all accidents and/or 
incidents from the previous month, to determine the preventability of the accident/incident 
and what steps will be taken to ensure no additional occurrence takes place. 

6.05 The Site Safety Council can recommend disciplinary action to be taken in accordance with 
Sect VI, Part 26 of this manual. The “General Manager” will make the final decision on all 
disciplinary actions to be taken. 

6.06 A Corrective Action Plan, (CAP) will be issued for each incident if appropriate after a 
complete investigation has been performed. 

6.07 The CAP will be followed up on to ensure the recommended actions have been corrected 
and are being followed. 
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III 
SUBSTANCE ABUSE POLICY 

Part 7 

7.01 HCTM has a ZERO Tolerance Policy on Substance Abuse. 
(See Attachment B. - Substance Abuse policy) 

7.02 All employees are prohibited from the unlawful manufacture, distribution, dispensing, 
possession or use of controlled substances in the workplace. 

7.03 An employee shall not perform a safety sensitive function while that employee has alcohol 
or a controlled substance in his or her system. 

7.04 An employee performing a safety sensitive function shall submit to alcohol/drug testing 
consistent with this policy, to include, pre-employment, post-accident, random and 
reasonable suspicion testing. 

7.05 It is not appropriate for an employee performing a safety sensitive function to work in their 
jobs when they have legally prescribed drugs in their systems unless: 

a. The drug has been prescribed by a physician and will not affect the performance
of the employee.

b. The physician has been informed by the employee of the employee’s
occupation, and they work in a “Safety Sensitive Position” and are provided the
employees job description.

c. The physician has advised the employee that he or she can safely work while
taking the prescribed drug. (PHYSICIAN’S STATEMENT IS REQUIRED)

7.06 This policy applies to all transit system employees, paid part-time employees, volunteers 
and contractors when they are on transit property (including company social functions) or 
when performing transit-related business offsite or when in uniform. This policy applies to 
offsite lunch periods and to breaks when an employee is scheduled to return to work. 

7.07 If any employee reports to work impaired by alcohol, illegal drugs, or prescription 
medication, including medical marijuana, that employee shall be discharged immediately,  
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IV 
GENERAL CODE OF CONDUCT 

Part 8 

STANDARDS OF CONDUCT 

08.01 To remain employed with HCTM, Operators must, 

a. Abide by the directions from the supervisors and management staff.
b. Maintain the required standards of performance in their duties.
c. Make complete and truthful statements, in all reports pertaining to their

duties.
d. Display an attitude of loyalty that contributes to discipline and harmony

within Hernando County Transit Management Inc.
e. Refrain from the use of abusive, vulgar, antagonistic or disrespectful

language in referring to Hernando County, TheBus, its officials or members
of the Hernando County Transit Management Inc and RATPDev USA staff.

f. Refrain from horseplay of any type.

08.02 Operators shall not conduct themselves in a manner, which is unbecoming to an employee 
of RATP Dev USA, and HCTM. 

08.03 Operators shall not treat the public or fellow employees discourteously or be offensive in 
their conduct or language in public, or towards the public, company officials, or fellow 
employees either on or off duty. 

08.04 Operators shall not knowingly or willfully violate laws of the United States, the State of 
Florida, the ordinances of Hernando County, or company rules and regulations. 

08.05 Operators shall report any instance of destruction or theft of company property, which they 
have personally witnessed. 

08.06 Operators shall not make derogatory remarks concerning passengers, company policies, 
transit service or fellow employees. If employees are troubled about something concerning 
the company, they should discuss it with their supervisor. 

08.07 Operators shall not visit bars, adult bookstores or theaters or other similar places of 
business while wearing company uniforms. 

08.08 All cases of arrest, either on or off duty, the operator must promptly report the incident to 
the General Manager and or Supervisor immediately before the next working day. 
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V 
Customer Relations 

Part 9 

CONDUCT TOWARD THE PUBLIC 

09.01 The company is in business to provide public transportation services to Hernando County, 
Florida. 

The operator’s responsibility is to: 

a. Provide passengers with safe, dependable service.
b. Always be courteous to passengers, even when the passenger appears to be in

the wrong.
c. Show empathy for passengers and their needs.
d. Convey a helpful and professional attitude toward passengers; and
e. Provide service that makes passengers want to ride again.
f. Only allow passengers to board or alight at an approved MARKED bus stop

only.

09.02 In order to maintain customer relations, the operator shall: 

a. Drive safely & smoothly, no sudden starts or stops.
b. Provide a comfortable climate. Turn on the air conditioner or heater as needed.

Interior lights must always be illuminated during revenue service.
c. Keep the interior of the bus clean.
d. Stay on schedule. Avoid being either late or early.
e. Maintain a neat, professional appearance.
f. Deal with passengers in a respectful manner.
g. Go out of their way to be helpful.
h. Support and explain county and company policies when dealing with a

passenger. If an operator does not agree with a company or county policy, the
concern should be discussed with a supervisor NOT WITH PASSENGERS.

i. Maintain a constant, conscious effort to be courteous and professional to all
passengers.

j. Maintain a cheerful and helpful attitude and always keep their temper in check.
Operators shall not allow personal troubles to interfere with their responsibility
as an operator.

k. Explain why they can or cannot do something in a courteous and professional
manner.

l. Be concerned for the convenience and safety of passengers.
m. Know the route. Keep up to date on landmarks, hotels, and places of interest,

major businesses, streets, connecting or intersecting bus lines, locations of street
numbers on route and intersecting streets.

n. Help passengers to understand how to use the bus service. This means giving
out correct information for which printed materials are available. Operators
should …
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V 
Customer Relations 

Part 9 
continued 

… never participate in alarming passengers by spreading untrue rumors about 
changes in service. 

o. NEVER, EMBARRASS ANY PASSENGER OR PERSON.
p. NEVER PASS ANYONE UP. If in doubt whether the person is waiting for the

bus, STOP & ASK.
q. Take time to understand passenger’s questions and make sure passengers

understand their answers.
r. Politely discourage passengers from talking to you excessively while bus is in

motion.
s. Be a courteous and professional operator. Other motorists and pedestrians are

potential riders.
t. Avoid arguments with passengers. Operators shall be firm and polite in

enforcing passenger rules.
u. Do not bring up personal business with any passenger.
v. Do not air your complaints about other employees and or supervisors and

management with any passenger.

9.03 Passengers have the right to file complaints and/or compliments with management 
regarding the behavior or perceived behavior of an operator. It shall be management’s 
responsibility to investigate in the event of a complaint and to determine appropriate 
corrective, and or disciplinary actions, if necessary. At no time shall an operator confront 
the complainant about the report or the allegations therein. 
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V 
Customer Relations 

Part 10 

ENFORCING PASSENGER RULES 

10.01 Operators are responsible for enforcing passenger rules which are designed for the 
passenger’s safety, comfort and convenience: 

a. Smoking or using tobacco products is prohibited, including Vaping, on
County buses by County ordinance.

b. Passengers must pay proper fares.
c. ALL Demand Response (ADA) passengers are required by law to wear

seat belts!
d. Federal regulations prohibit the operation of any bus with passenger standing

in front of the standee line.
e. No passengers should disturb other passengers.
f. Passengers must refrain from excessive noise, playing musical chairs by

changing seats constantly, throwing objects, fighting, sticking head or arms
out the windows, lewd behavior and speech, etc.

g. Service animals, when properly harnessed, are permitted on buses and shall
ride in the aisle. No other animals are allowed unless they are in a hard-
bottomed commercial animal carrier. No animals can be transported on any
seat. When in doubt, please contact a supervisor.

h. Articles, which because of their size or the nature of their contents, may cause
discomfort or can be dangerous or offensive to passengers and the operator
will not be carried on the buses at any time. Ordinary hand baggage, small
packages, or articles, which can be carried without inconvenience to other
passengers, may be taken inside the bus by their owners. Such articles shall
not be permitted to remain where they will interfere with the entrance, exit or
the free use of the aisle or mechanism of the bus. Passengers boarding the bus
with a baby, in a baby stroller, must 1st remove the child from the stroller, then
the stroller must be folded and placed under or between a seat. This must be
completed prior to the bus going into motion. The same rules apply to double
size strollers and any type of shopping cart. NOTHING is allowed in the aisle.

i. Operators are not permitted to accept any package, baggage, letters, container,
etc. for transportation.

j. Passengers may not place any advertisements on the buses, and or shelters
inside or outside, nor may they remove or deface those advertisements placed
on the buses by authorized representatives of the company.

k. Passengers may not solicit the sale of goods, newspapers, etc., inside the bus
or on company property.
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V 
Customer Relations 

Part 10 (continued) 

10.02     Most situations in enforcing passenger rules can be handled with a firm polite request. If 
this fails and the situation warrants actions, operators should: 

a. Politely inform passengers their behavior is an infraction of the TheBus
rules and ask them to stop immediately.

b. If the passenger persists, open your doors and quietly ask the passenger to
leave the vehicle.

c. If the passenger refuses to leave, call the dispatcher and ask for help, wait at
the specified location for the police or supervisor to come and remove the
passenger.

d. Never use physical force in attempting to remove or detain a passenger.
e. In all cases, report the ejection to the dispatcher immediately after the

person leaves the bus.

  10.03  Failure to pay the appropriate fare may be grounds for ejection of the passenger. However, 
please notify your supervisor before taking such action. Allow your supervisor to assist you, 
do not take matters into your own hands. 

10.04   Passengers should not be ejected or left at a point where they are likely to be exposed to 
danger. Extraordinary precautions must be observed during inclement weather, late at night, 
or if the passenger is intoxicated. We will not place any passenger in harm’s way because of 
their own actions. Contact your supervisor for assistance. 

10.05  Children, Minors (less than 18 years of age) persons of unsound mind, or persons in such a 
feeble or helpless condition as to be unable to take care of themselves should never be 
ejected. Contact a Supervisor for assistance. 

10.06 At time of removal, passengers who were in the best position to hear and see what occurred 
should be asked to complete courtesy cards. 

10.07        Operators should complete an Incident Report any time a passenger is ejected from their 
vehicle, no exceptions. All reports will be turned in no later than the end of the Operators 
shift. 

10.08 During extreme times, such as a Pandemic, Face Masks are required to be worn to board or 
alight public transportation vehicles if ordered by the President of the United States, Center 
for Disease Control CDC, RATP Dev, or local officials. 
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VI 
GENERAL OPERATIONAL DUTIES 

Part 11 

WORK SCHEDULES 

11.01 Sign-ups, if applicable, shall be available at least three times each year. The highest senior 
operator shall prevail in the bidding process. We operate Monday-Saturday. 

11.02 When sign-ups are made available, operators shall sign for runs at their assigned time for 
bidding. Operators who are not present to sign for their run at the designated time or has 
not left a choice of runs with the supervisor, will have a run assigned to him by the 
supervisor. 

11.03 Operators who are on inactive status due to an extended illness or injury, maternity leave, 
etc., shall not bid on a run unless their estimated date of return to active employment is 
known and will occur within 15 days of the effective date of sign-up. 

11.04 The trading or swapping of runs is strictly prohibited without prior supervisor approval. 
Cases involving exceptional or unusual circumstances may be submitted to the General 
Manager for resolution. 

11.05 Operators are required to CALL INTO the office, not text, and SPEAK to an on-duty 
supervisor no later than 3:00 pm, on the day they are out sick to update their status for the 
following day. If the operator fails to call in, their shift will be assigned to another operator 
by the supervisor, and they will not be allowed to work if they show up unannounced. The 
employee will use accrued vacation time for that day if they have accrued enough time and 
be considered a miss out. 
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VI 
GENERAL OPERATIONAL DUTIES 

Part 12 

REPORTING FOR WORK 

12.01 Operators are required to report for work at their assigned report time. Failure to report at 
the assigned report time may result in the run being assigned to another operator and will 
be considered a miss out. 

12.02 Operators who are unable to report to work on time should call their supervisor 2 hours 
before their assigned report time. Failure to call 2 hours in advance will result in the 
operator being charged with a miss out. In the event the supervisor does not grant the 
requested leave the operator’s absence will be unexcused and the operator will be charged 
with a miss out if he or she does not report to work at the appropriate time. 

12.03 Operators who are to be relieved must remain on duty until the relief operator has taken 
charge of the bus. Operators shall call the supervisor immediately for instructions when the 
relieved operator is not on time. 

12.04  Supervisors shall not allow an employee to work for any of the following situations: 
a. Unclean and or no uniform, including Safety Vests,
b. Offensive body odor,
c. Failure to be in proper uniform, including safety vest. This includes

driver’s license, valid D.O.T. Medical card, and Company I.D. badge
An employee sent home for one or more reasons will receive a miss out. 

12.05 Operators are responsible for making certain their bus has a working RouteMatch Tablet, 
AVA, Smart Drive, Next Stop Signage, transfers, Accident Reporting Kit Bloodborne 
Pathogens Kits, Fare Box Report, (Trip Sheet) a Daily Vehicle Pre-trip & Post-trip 
Inspection Report, and the Route Schedules and Route Maps for that bus while on route. 

12.06 Operators are required to keep a working timepiece with them always while driving. The 
time will be checked with the radio by contacting Base each day before leaving the lot or 
the relief point. Every Dispatcher will end all radio transmissions with the correct 
time.  

12.07 Before leaving the yard or when relieving on the line, operators should visually inspect 
their vehicle. Defects must be recorded on the Daily Bus Pre/Post-Trip Inspection form. If 
the defect is serious enough to affect the safety of the bus, it should be reported 
immediately, and another vehicle will be assigned. Operators should be especially careful 
to notice and record all body damage to the vehicle. Body Damage should be reported 
immediately to the Supervisor. All unreported damage will be charged to the last known 
operator. 
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Part 13 
ASSIGNMENT OF VEHICLES 

13.01 The assignment of buses shall be a matter of management decisions. No bus is specifically 
assigned to any operator. Operators shall drive the assigned bus, unless there is a 
mechanical failure that renders the bus unsafe for operation. A County Fleet Technician 
will make the final determination on the safety of a vehicle. 

13.02 The need for mechanical work on a bus must be reported on the day of  
            occurrence. That bus will be sent to Fleet by a supervisor for inspection or repair. 

Part 14 
RETURNING TO GARAGE 

14.01 The bus shall display an “Out of Service” head sign when retuning to the garage. Daily Pre- 
and Post-trip inspection forms, farebox reports, transfers and token envelopes shall be 
turned in daily. 

14.02 Buses should be fueled, then parked on the lot, engine shut down, transmissions in neutral, 
doors and windows closed, brakes properly set, and switches turned off. Operators shall 
check for articles left on the bus as well as exterior and interior damage (cut seats, etc.). 

14.03 All items found on the vehicle during post-trip inspection, shall be turned in to Lost and 
Found to the supervisor on duty. 

14.04 All operators shall always follow the designated Deadhead routes unless otherwise directed 
by a supervisor. 
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VI 
Part 15 

SCHEDULING AND ROUTING 

15.01 Operator’s shall: 

a. Operate according to schedules in a safe manner by pacing themselves along
the route, adjusting their pace for traffic, weather, time-of-day, road and
passenger load conditions.

b. Know the route and where the time points are located. If operators have
questions about a route, or any special conditions on the route, they should
have them answered before driving it.

c. NEVER leave a time point early!
d. Avoid getting behind schedule. If operators should become more than 5

minutes behind scheduled times, they shall notify the dispatcher
immediately. If an operator has persistent problems with schedules or
routes, they should discuss them with the supervisory staff and/or
management.

e. Wait at the beginning of the loop instead of the time-point when ahead of
schedule so that passengers at the beginning of the loop will not be missed.

f. DO NOT make unauthorized detours from the scheduled route or deadhead.
Route detours may be made for reasons of road blockage only and then only
after notifying the dispatcher by radio of the reason and the detour route. In
the event the detour will be necessary on any given trip, the supervisor may
pick the route which missed the fewest number of passengers stops. Any
unauthorized route detour shall be cause for immediate dismissal.

g. Depart the yard on time. Buses are to depart the yard at the time posted for
them to leave, unless the dispatcher or a supervisor specifically asks the
operator to stand by. Failure to pull a bus out at the appointed time may
result in disciplinary action up to and including termination.
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VI 
Part 16 

PICKING UP AND DISCHARGING PASSENGERS 

16.01 It is the responsibility of all operators to know where passenger stops are located. 
Generally, the near side of every intersection on a bus route or route deviation is a 
passenger stop. ALL authorized bus stops are clearly marked with bus stop signage. 

16.02 There is always an accident hazard when making a stop at other than regularly established 
stop. For this reason, such stops are not allowed; Unauthorized stops to unload passengers 
are prohibited unless you must pull forward to unload a wheelchair/scooter onto a paved 
surface. Operators should bring it to the attention of a supervisor when passengers 
continually try to catch the bus at a wrong location (non-bus stop). 

16.03 Operators shall constantly watch for potential riders. If operators are not sure whether 
someone near a bus stop wants to ride the bus, they should stop at the bus stop and ask. 

16.04 Operators shall listen for the passenger bell/chime. If for any reason, a passenger is carried 
past his or her stop, operators should apologize and stop the bus at the next bus stop.  If 
necessary, an emergency transfer shall be issued. Operators shall never argue the point of, 
if the bell was sounded in time for the stop. 

16.05 Passenger stops shall be made within 6-12 inches from the curb if possible. If that is not 
possible, the bus should be stopped 3 feet from the curb to allow for stepping area between 
the curb and the bus. Operators shall be sure the landing area is safe and, if necessary, 
advise passengers boarding and alighting to “watch your step”. Operators should activate 
the four-way flashers when making a service stop. Operators are prohibited from stopping 
and or blocking the “bike lane”. Be on the lookout for bicyclist and pedestrians and warn 
your passengers of such hazard if alighting a passenger(s) near a bike lane. 

16.06 Operators shall assist passengers boarding or alighting when necessary due to their age, 
health, handicap, etc. Operators shall set the parking brake, turn on the four-way flashers 
and put the transmission in neutral before leaving the operator’s seat to assist a passenger. 

16.07 Operators shall make sure that all passengers are clear of the vehicle before pulling away 
from a bus stop, especially passengers that alight through the rear door. 
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VI 
Part 17 

PROPER FARE COLLECTION 

17.01 Operators will collect fares according to the most recently adopted Hernando County 
Transit Fare structure. 

17.02 Mishandling of funds shall be cause for immediate dismissal. 

17.03 All bus pass users are required to show their pass upon each boarding. Operators will 
check the date printed on every pass.  

17.04 Operators may ask elderly cash riders to show proof of age upon boarding. Medicare cards 
shall be accepted as proof of age to receive a reduced fare on Hernando County Transit 
buses. All reduced fare ID’s MUST be checked for expiration dates by the operator. 

17.05 If a passenger refuses to pay, operators should politely, professionally, and in a calm 
manner ask the passenger to leave the bus. If the passenger(s) refuses, call your dispatcher 
and or supervisor for instructions.  

17.06 Operators should inform passengers that exact fare is required, and that change cannot be 
given. Operators may not allow the passenger to attempt to get change for bills from fellow 
passengers.  

17.07 Reduced Fare Identification Cards will be accepted from other transit agencies and will 
entitle the passenger to the reduced fare rate in Hernando County. 

17.08 Flamingo Fares, once implemented, will be accepted as a form of payment using a Smart 
Card or the Cell Phone Application. 

Part 18 
TRANSFERS 

18.01 Operators should issue the appropriate transfer that applies to a paying passenger who must 
take more than one bus to reach their destination. Transfers may not be used by 
passengers to get back to the original starting point (Same Route).  

18.02 Emergency transfers shall be issued when the regular transfer procedure would deny a 
passenger a legitimate ride and/or so that they can take the next bus without paying an 
additional fare. Please validate the transfer with your name and date. This will indicate the 
Transfer is an emergency issued transfer. Indicate via radio to your dispatcher and or 
supervisor of the issuance of the transfer along with the location of the person being issued 
the emergency transfer. Dispatch will notify the bus operator that the passenger originally 
intended to board.   
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VI 
Part 18 continued 

EXAMPLES: 
a. Passengers board a bus and after paying, find that the bus does not

go where they wish to go.
b. A bus has broken down on route and passengers must catch the

next scheduled bus to complete their trips.
c. Passengers are carried beyond their destination and a transfer is

required to get them back to their point of destination.

18.03 Operators shall check all transfers and passes for appropriate date, time and route. 

18.04 Operators should never accept an expired transfer or bus pass (one that was issued more 
than one hour prior to the time of boarding) unless instructed to do so by the dispatcher or 
supervisor. 

18.05 If a transfer is presented that is beyond the time limit, out-of-date or being used in an 
inappropriate manner, the operator shall quietly and courteously inform the passenger the 
transfer is invalid. Remain with the expired transfer and report it to your immediate 
supervisor. If the passenger gives a reasonable and credible explanation, the operator 
should accept the word of the passenger. Operators shall, always, use good judgment and 
common sense. 

18.06 Operators should be alert for patterns of transfer, and pass-ticket abuse. Where any 
systematic abuse is seen, it should be reported to supervisor for such special action, as the 
company deems appropriate. 

Part 19 
PROPER USE OF VEHICLE 

19.01 Operators are responsible for the safe and proper use of buses. 

19.02 Operators SHALL NOT: 

a. Warm up engine too quickly or in an unsafe manner.
b. Ride or pump the brakes.
c. Use the door interlock as a substitute for the parking brake.
d. Have collisions with fixed objects resulting in damage to the vehicle.
e. Attempt to put the bus in gear before the bus has 100 pounds of air pressure.
f. Idle engines for longer than two (5) minutes without using the fast idle.
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VI 
Part 19 continued 

g. It is strictly against the rules for an operator to back up a bus, except when
the operator is being assisted by a supervisor or other authorized staff
member, or Law Enforcement. Operators should sound their horn and
turn on the 4-way flashers, before backing a vehicle.

h. Place a bus in motion with doors open. Also, the doors should not be opened
until the bus has come to a complete stop.

i. Exceed the posted speed limits. Operators who exceed limits in school zones
will be subject to dismissal.

19.03 Operators Shall: 

a. Have a general knowledge of the mechanical operation of their vehicles so
they may be able to identify basic mechanical troubles when their vehicle
becomes disabled. Perform Pre & Post trip vehicle inspections.

b. Test their brakes in the yard and within the first block when leaving the
yard.

c. Use extreme caution when driving on wet and slippery roadways.
d. Use extreme caution when driving over rough streets, streets under

construction and through low water areas to prevent damage to the vehicle
or injury to the passengers.

e. Always stay in right lanes except to make left turns or to avoid a potential
hazard. Passing is strictly prohibited in the downtown area or between the
downtown area and the station. Operators shall use extreme caution when
passing and only after notifying dispatch/supervisor of such maneuver.

f. Use turn signals well in advance when changing lanes or making turns or
pulling into bus stops.

g. Use emergency 4-way flashers when making passenger stops.
h. Avoid striking curbs with tires or running over objects in the street that

might damage the tires.
i. Come to a complete stop not less than 15 feet and not more than 50 feet

from a railroad crossing. Emergency 4-way flashers should be used to warn
vehicles behind the bus of the impending stop.

j. Pull to the curb and stop, if possible, to clear the street for emergency
vehicles or funeral processions.

k. Use extreme caution when operating in the vicinity of schools or
playgrounds.

l. Come to a complete stop when a school bus is displaying alternately
flashing red lights. Florida law states a vehicle must stop and not pass until:
1.) The school bus has resumed motion,
2.) The driver of the school bus motions other drivers to proceed,
3.) The red lights are no longer flashing,
4.) Yield the right-of-way to pedestrians crossing the street regardless of

whether it is a marked crosswalk or in the center of the block where 
there is not a crosswalk. 

5.) Visually inspect the bus before going out on a run. 
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6.) Shut the bus down when warning lights come on. 

Part 19 continued 

7.) Write up all vehicle issues on Pre- and Post-trip inspection sheets. 
8.) Place the vehicle’s transmission in neutral and engage emergency brake 

whenever leaving the operator’s seat. 

Part 20 
PROPER USE OF TWO-WAY RADIOS 

20.01 Operators SHALL use the radio to: 
a. Report an accident, incident, emergency etc., occurring on the bus.
b. Report an unusual situation such as a route blockage, passenger problem or

lost articles.
c. Get the correct time from the dispatcher.
d. Report any equipment malfunctions.
e. Ask that a bus be held up for a transfer but ONLY if that bus is in sight or

if the caller’s bus is coming into town late and is not more than 3 minutes
away from the transfer point. This time may be extended if the bus is the last
one leaving the transfer point for the day.

f. Ask for route clarification. It is the operator’s responsibility to know the
route, and if they are not sure about a route or any special conditions on the
route, they are to ask for clarification before leaving the yard. In the event of
a question, radio for instructions.

g. Provide information to the dispatcher for route surveys.
h. Main channel is for Fixed Route operations, private is for Demand Response

operations use.

20.02 Operators SHALL NOT use the radio: 
a. While fueling the vehicle.
b. Within 500 feet of where dynamite or any explosive materials are being

used. Dynamite caps may explode by a two-way radio transmitter.
c. If another conversation is in progress, except in grave emergency.
d. To send personal messages. The radio must be used strictly for business.
e. For prolonged conversations. Operators shall NEVER argue with anyone

over the air.

20.03 Operators will always be identified by Route number/name and or Bus number, and limit 
radio traffic. Regular language may be used to satisfy the required transmissions, i.e., 
surveys, accidents, detours, etc. Personal names will not be used unless the Operator is not 
responding to his or her assigned bus and or route number. Bus numbers or call signs will 
be used instead. Radio courtesy and proper radio etiquette will always be in effect. NO 
EXCEPTIONS. 
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Part 20 continued 

20.04 Profane, obscene, and sarcastic language, of any kind in radio communications, is strictly 
prohibited by Federal Statutory law (Title 18, Section 1464, United /States Code), FCC 
Rules and Regulations of the company.  

ANY EMPLOYEE GUILTY OF USING SARCASTIC, PROFANE OR 
OBSCENE LANGUAGE IN RADIO COMMUNICATIONS IS SUBJECT TO 
IMMEDIATE DISMISSAL. 

20.05 HCTM has adopted the “No carrying of a personal cell phone or any other electronic 
communications device while on duty.” It is always to remain stowed & off. 

20.06 The use of Personal Electronic Communication Devices, (including but not limited to, 
iPod, iPad, cellular telephones, beepers/pagers, and Blackberrys, Kindles), are strictly 
prohibited while operating, or controlling the movement of Hernando County Transit 
Management (HCTM) vehicles. Texting while operating or while controlling the 
movement of HCTM vehicles is strictly prohibited. Wearing of iPod, Bluetooth 
Technology, earbuds, or similar electronic devices is prohibited while on duty. 
Personal telephone calls during working hours are prohibited except in the case of an 
emergency. Safety Sensitive employees should only take a personal emergency call out of a 
HCTM vehicle, or when not controlling the movement of vehicle/s. 
There will be no exceptions granted on the issue on the use of personal communication 
devices while operating or controlling the movement of HCTM vehicles. 
HCTM reserves the right to grant exception for personal telephone calls in cases of 
extraordinary or unusual circumstances during working hours, but only when the employee 
is NOT performing safety sensitive functions. 

20.07 All staff and or Team Members having a cell phone or wireless communication device can 
use it in the following manner: 

a. Cell phones can be used when the staff member is on layover,
b. The vehicle is parked,
c. The parking brake is set,
d. The operator/staff member shall leave the Operator seat area

and step out of the vehicle.

Anyone violating the procedures set forth in 20.05-20.07 will be subject to immediate 
dismissal. 

20.08 In the event of a Declared State of Emergency, Operators and CDL qualified Staff 
Members will be allowed to carry a cell phone on their person; however, ALL STAFF 
SHALL ABIDE BY 20.07.  

Operators shall not allow anyone, other than authorized HCTM employees, to operate the radio or 
assigned communications equipment or any other equipment.  
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VI 
Part 21 

EMERGENCIES/ACCIDENTS/INCIDENTS 

21.01 In the event of a serious threat or assault, the operators’ first responsibility is to  
            get help for themselves while safeguarding the passengers.  Operators should use  
            the radio or emergency signal to call for help and continue their route if able to       
            do so. If operators cannot continue the route due to threat or injury, they should safely park 

the bus and use the radio to call for help. 

21.02 Operators should try to get a description of the person(s) involved in any profane or illegal 
behavior. An accurate description will aid the police in apprehending the violator. 

21.03 If operators are harassed or if passengers create a nuisance for others, the incident 
            should be reported immediately to a supervisor. Operators should follow the  
            instructions given by the supervisor. 

21.04 If a passenger becomes ill, or is injured on board, it should be reported to the  
dispatcher immediately by radio. If the passenger is seriously ill or injured, the   

            operator should wait where they are located for the ambulance and supervisor to  
            arrive. In some situations where the passenger is not seriously ill, but requests  
            assistance, it may be possible to report to the dispatcher by radio and continue  

route until met by a supervisor. However, if there is any doubt as to the  
seriousness of the passenger’s condition, the operator should stop, wait on an  
ambulance and the supervisor, and do what they can to keep the person safe,  
warm, and talking, if he or she is conscious.  

21.05 Operators will be required to fuel their vehicle as needed. A county fuel card will be used 
by the operator in the event that we are forced to fuel off-site, and receipts MUST be 
obtained at the designated fueling locations and turned in to the on-duty supervisor. 
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VI 
Part 22 

BREAKDOWNS 

22.01 Breakdowns must be reported to the dispatcher by radio immediately, and all must 
            be written up on the Pre/Post-trip sheet. 

22.02 Minor problems, which are not safety related, should not delay the schedule. The   
            defect should be written up on the Pre/Post-trip sheet. Operators taking over a vehicle while 

on route should be advised of the defects and documented on the Pre/Post-trip sheet. 

22.03 Problems, which are safety related or which pose extreme inconvenience to the  
passengers should be reported to the dispatcher immediately. A supervisor will be 
dispatched to meet the bus on the route either to fix the problem or to change-out the bus. 
Farebox issues must be reported immediately.  

22.04 If the bus is driven through water deep enough to wet the brakes, the brakes 
should be applied gently to test their strength. To dry them quickly, the brakes should be 
applied lightly while maintaining safe speed until brake performance returns to normal. 

22.05 THE BUS MUST BE CURBED AND SHUT DOWN WHEN MAJOR PROBLEMS 
OCCUR SUCH AS: 

a. Low air pressure light and buzzer come on.
b. Warning lights and buzzer come on which indicate Low Oil or Hot Engine or a

DEF, and a low coolant light for those buses equipped with such.
c. Florida Law allows Operators to safely park the bus away from an accident scene.

This, in the hopes of reducing any further damage to the vehicle(s), avoids or
reduces the risks of additional accidents, safeguard, preserve, protect life, and
property.
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VI 
Part 23 

LOST AND FOUND ARTICLES 

23.01    All lost articles found on buses shall be turned in to the office by the operator at the end of 
the operators shift. These items will be retained for no more than 90 days. 

23.02  HCTM, Hernando County BOCC or RATP Dev is not responsible for any damages or 
contents to lost and found items. 

23.03   Any article not claimed by the owner within 90-days shall be disposed of. 

23.04 All food and drink items will be disposed of immediately, not saved. 

23.05  Valuables, i.e., wallets, cell phones etc. shall be stored in the safe. 

23.06 The operator will tag the lost item and turn it into a supervisor with the following 
information: Route, Date, Bus number and the Operators name. 

23.07 The On-duty Supervisor will fill out the Lost & Found log and place the item, with the tag 
attached noting the route and date found, into the lost & found area. 

23.08 Upon disposal of any item in Lost & Found, no item is to be retained by any staff member 
for their personal use. 

23.09 Lost and found items can be retrieved by their owners, with proper identification of the 
item and photo ID and must be signed for at the office upon returned. 
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VI 
Part 24 

ADA COMPLIANCE 

24.01  Operators Shall 

a. Strictly comply with the requirement of the Americans with Disabilities Act.
b. Cycle wheelchair lifts/ramps before taking a bus from the garage.
c. Properly secure persons in wheelchairs using the company’s five-point tie down

system.
d. Announce stops at transfer points with other fixed routes, other major

intersections and destination points, and intervals along a route enough to permit
individuals with visual impairments or other disabilities to be oriented to their
location. AVA’s are installed to perform this task; however, it must be performed
by the operator if the system is inoperable.

e. Announce any stop on request of an individual with a disability.
f. Allow adequate time for individuals with disabilities to complete boarding and

alighting from the vehicle.
g. Any wheelchair ramp and or lift that is deemed inoperable must be placed out of

service for repair and an ADA compliant replacement vehicle will be issued.

24.02       Operators Shall Not: 

a. Require a passenger in a wheelchair to transfer to a seat, you can ask them is they
will but cannot require it.

b. Refuse to permit a passenger who uses a lift to board and or alight from a vehicle
at any designated stop, unless the lift cannot be deployed, the lift will be damaged
if it is deployed, or temporary conditions at the stop preclude the safe use of the
stop by all passengers.

c. Prohibit an individual with a disability from traveling with a respirator or portable
oxygen supply.

d. Announce, either by using the 10-code or simple language, to another operator
that they have a person in a wheelchair or other mobility device.

e. Transport more the 2 wheelchair/scooters that require securement at any time.
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VI 
Part 25 

DISCIPLINARY CODE 

25.01  Reasons for disciplining operators shall include, but not be limited to the following: 

a. Operating the bus in a careless and/or unsafe manner.
b. Preventable accidents. Any two preventable accidents or incidents in a 12-month period will

be grounds for dismissal. Additionally, three preventable accidents or incidents in a 5-year
period will be grounds for dismissal.

1) Minor Preventable Accident. A minor accident is one in which there is very little
damage, no injuries and no fatalities.

2) Major Preventable Accident. A major accident is one in which there is substantial
damage, property damage, and/or injury and/or death.

c. Willful failure to carry out a reasonable and lawful order or refuse to carry out assigned
duties (otherwise known as insubordination).

d. Incompetence or inefficiency in the performance of duties.
e. Unauthorized deviation from route, this includes deadhead travel.
f. Reading, listening to personal radio, talking on a cell phone while driving, watching

television or any other activity which diverts the operator’s attention and/or which interferes
with the performance of normal duties while operating transit equipment. IMMEDIATE
TERMINATION.

g. Smoking or Vaping or using any tobacco product on the bus or in a company vehicle at any
time whether on duty or as a passenger. (This includes smoking near any door of a bus
while parked)

h. Failure to report on time for work assigned. Discipline will be as follows for miss outs:

1. 1st Miss out: Written Warning, sent home without pay
2. 2nd Miss out: 3 Day Suspension Without Pay and Written Reprimand
3. 3rd Miss out: Dismissal

i. Passing time point ahead of schedule. An operator found running ahead of schedule three
times in a year period shall be subject to dismissal.

j. Eating or drinking in the bus.
k. Treating the public or fellow employees discourteously or being offensive in conduct toward

the public, company officials, or fellow employees.
l. Improper use of two-way radio or approved/assigned communications device.
m. Transporting unauthorized, unpaid persons.
n. Failure to report an accident/incident immediately by radio or nearest telephone from the

scene when physically able or failure to complete a report upon return to the garage.
o. Carrying weapons of any kind while on duty or on company property.
p. Sexual harassment of passengers or fellow employees.
q. Mishandling of Hernando Transit Management Inc. funds (includes tampering with any

equipment installed on the vehicle).
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VI 
Part 25 continued 

r. Threatening, either verbally or physically, a passenger, fellow employee, supervisor or other
company official.

s. Stealing, misappropriation of or taking of any transit property.
t. Carrying, indulging in or being under the influence of alcohol or drugs while on duty, while

on transit property or while in uniform.
u. Fighting while on duty or on company property except in self-defense.
v. Falsifying time or revenue records.
w. Fraudulent reporting of sickness or dishonesty in reporting the death of an immediate family

member.
x. Falsifying any company records or reports including the Application of Employment.
y. Conviction of a felony; conviction of a crime of moral turpitude; conviction of a

misdemeanor, and conviction of driving while intoxicated.
z. Continuing to operate a bus when physically unable to do so and/or when disqualified to

drive by a licensed physician or driving with a suspended or revoked license.
aa. Failure to provide timely information for use in passenger surveys to the dispatcher. 
bb. Failure to follow the established policies and procedures in the company’s Substance Abuse 

Program. 
cc. Failure to pull the bus off the lot at the appointed time without informing the dispatcher

and/or the supervisor of the reason for such lateness.
dd. Failure to strictly adhere to the regulations set forth for drivers of commercial motor vehicles

in the Florida Commercial Motor Vehicle Drivers Handbook and FAC Chapter 14.90.
ee. Excessive absenteeism or pattern of absenteeism. IE: calling out sick to extend vacation time. 
ff. Failure to comply with ADA requirements. 
gg. Being on light duty status and/or absence from work for any reason other than military leave 

for a period of more than one (1) year. 
hh. Being absent without notifying the company for a period of three (3) consecutive workdays 

without a reasonable excuse. 
ii. Sleeping while on duty.
jj. Improperly filling out required paperwork. This includes non-legible entries,

  missing data, failure to turn all paperwork at the end of your shift and all company related 
paperwork issues. 

kk. Damage to any video equipment installed on vehicles in any way is cause for immediate 
dismissal. 

25.02 Disciplinary actions may include Coaching, Written Warnings, Suspensions without pay, Performance 
probations, and or Termination. 

25.03     Disciplinary Actions. 
a. First offense     -  Documented Coaching or Verbal Warning.
b. Second offense - Written Warning and/or 1-3-Day Suspension without pay.
c. Third offense    - 3-Day Suspension without pay or Dismissal (at managements discretion).
d. Fourth offense  - Dismissal

Management reserves the right to issue any disciplinary action in accordance with the severity of the offense. 
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LIMITED SHARING 

Appendix 8: 
Operator Evaluation



RATP Dev USA - Hernando

Exc Good Marg Subst N/O
1 Checks traffic to rear, alongside and ahead before moving
2 Starts slowly and smoothly
3 Maintains safe following distance
4 Operates at safe and legal speed
5 Demonstrates patience in heavy traffic
6 Observes traffic ahead closely
7 Alert to traffic signals and signs
8 Stays to right.  (Except to pass)            
9 Uses mirrors properly.  (Glances frequently)           

10 Signals all movements
11 Observes safety zone around vehicle
12 Brakes gradually, steadily, and smoothly
13 Comes to a complete stop
14 Does not allow vehicle to roll when stopped
15 Keeps doors closed until completely stopped
16 Avoids stopping where boarding/alighting may be hazardous
17 Avoids scuffing tires and jumping curbs
18 Stops proper distance from curb.  (6 to 12 inches)    
19 Assists passengers boarding and alighting
20 Wheelchair ramp/Lift deployed and stowed properly
21 Wheelchair tie-down(s) secured properly
22 Uses lap belt and shoulder strap on wheelchair properly
23 Driver ensures seatbelt on passenger is properly secured
24 Clear the fare box area and close the front door before moving
25 Checks mirrors before moving
26 Signals before moving
27 Alert to traffic and pedestrian movement
28 Both hands on the wheel.  (Proper placement 9 & 3)

PRE-DRIVING CHECKS: (Should be evaluated with a YES or NO response)

company policy and or procedures
Not Observed  is self-explanatory.

OPERATOR MONITOR REPORT

Excellent  means that the Operator has consistently performed in a manner that is above reproach. 
Good  means the Operator is skillful, better than average and has desirable and positive qualities
Marginal  means that the Operator handled the vehicle safely, but the performance was marred by short-
comings which were serious or numerous enough to challenge his/her credibility
Substandard  means that the Operator performed in a careless or reckless manner and or flagrantly violated 

Operator ______________________________ Operator Signature _________________________ Date __________
Bus Type: Cutaway ______ Transit Bus _______ Bus No. __________________

Reason for Evaluation: Initial training  ______ Retraining _____ Post-accident ______ At-risk Operator _______
Weather _______________________ Traffic Conditions _____________________________

The Operator’s Evaluation Report is designed to provide the Operator with an accurate and detailed 
performance inventory. Each skill receives a rating of Excellent, Good, Marginal, Substandard, or Not Observed. 
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29 Avoids passing at intersections
30 Reduces speed or stops if necessary
31 Uses proper lane.  (Keeps coach in center of lane)
32 Approaches turns at proper speed
33 Checks clearance before turning
34 Keeps wheels pointed forward until beginning turn
35 Observes proper pivot point to avoid hitting curb
36 Observes front overhang.   (Bicycle rack)
37 Turns on flashers and sounds horn.   (When backing)
38 Backs slowly and carefully
39 Uses horn properly
40 Uses four-way flashers at all railroad crossings
41 Stops completely and clear of railroad crossings.  (Stop bar)
42 Avoids overhanging limbs and signs too close to roadway
43 Reduces speed when passing over speed bumps and potholes
44 Uses 2-way radio properly
45 Is aware that safety takes precedence over the schedule
46  Secures vehicle properly when unattended.
47 Trans. in neutral, parking brake set, when out of the seat
48 Knows fare structure and fare box operation
49 Checks all fares and challenges those that are questionable
50 Familar with Flamingo Fares
51 Courteous to all passengers
52 Courteous to other motorists 
53 Demonstrates patience with disorderly or unruly passengers

Comments: (Explanation for the assigned ratings, Excellent, Marginal, and Substandard required)

Evaulator Signature _________________________________________________ Date _____________________

REV 0322
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Hernando County Transit Management - Substance Abuse Policy 
December 2022 
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Substance Abuse Management Policy 
In accordance with USDOT and FTA Regulations 

HCTM is dedicated to providing safe, dependable, and economical transportation service to its 

patrons.  HCTM employees are a valuable resource and it is our agency’s goal to provide a safe, 

healthy and satisfying working environment, free of the potential dangers posed by a safety sensitive 

employee’s use of prohibited drugs or misuse of alcohol.  

This policy is established to comply with the Federal Transit Administration regulations codified as 49 

CFR Part 655, as amended and USDOT regulations codified as 49 CFR Part 40, as amended. Policy 

provisions authorized by HCTM are italicized and bolded throughout this policy.  All other policy 

provisions are implemented under the authority of the United States Department of Transportation 

(USDOT) and the Federal Transit Administration (FTA).  

Per HCTM authority, violation of this substance abuse policy will result in termination 
of employment and/or exclusion from hire.   

This policy is approved by HCTM and is effective on    __December 13, 2022___________________ 

Name:  ____Oliver Cromwell______________________________________ 

Title:  _ General Manager/Hernando County Transit Mgmt Inc.____________ 

Signature of approving official:  ______________________________ Date: __December 13, 2022______ 

Policy effective date:  ____December 13, 2022_____________________________ 
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1. Testing Program Background

The Omnibus Transportation Employee Testing Act of 1991 (OTETA) directed the United States

Department of Transportation (USDOT) to promulgate regulations outlining the procedures for

transportation workplace drug and alcohol testing.   The USDOT regulations titled, “Procedures

for Transportation Workplace Drug and Alcohol Testing” are codified as 49 CFR Part 40.  The

regulations ensure uniform practices for specimen collections, laboratory analysis, medical

review, result reporting and the Return-to-Duty process for violating employees.  The

regulations are applicable to safety-sensitive employees in transportation workplaces

throughout the nation (transit, railroad, aviation, commercial drivers, etc.).

The OTETA also directed each transportation administration to craft industry-specific 

regulations that define which employees are subject to testing, the testing circumstances, policy 

statement requirements and training requirements, relevant to that industry.    

Hernando County Transit Management is required to comply with both the USDOT regulations 

described above, as well as the   Federal Transit Administration regulations “Prevention of 

Prohibited Drug Use and Alcohol Misuse in Transit Operations” which are codified as 49 CFR 

Part 655.      

This policy is established to comply with FTA drug and alcohol testing requirements to ensure 

employee fitness for duty, and to protect our employees, passengers, and the general public 

from the risks posed by the use of alcohol and prohibited drugs.  This policy is also intended to 

comply with and incorporate 49 CFR Part 32, The Drug-Free Workplace Act of 1988, which 

requires the establishment of drug-free workplace policies and the reporting of certain 

drugrelated offenses to the FTA, including the reporting of employees convicted of criminal drug 

offenses that occur in the workplace.  

2. Employee Applicability

This policy and the USDOT/FTA testing program apply to all safety-sensitive HCTM employees.  The

policy also applies to volunteers who are required to hold a Commercial Driver’s License (CDL) 

and volunteers that receive remuneration in excess of actual expenses accrued while carrying 

out assigned duties.  Adherence to this policy and the USDOT/FTA testing program is a condition 

of employment in a safety-sensitive position with Transit Agency.  All employees of HCTM who 

perform, or could be called upon to perform, any of the following duties are defined as safety-

sensitive employees:  

1. Operate a public transportation vehicle, while in or out of service

2. Operate an ancillary vehicle when the vehicle requires a commercial driver’s license

3. Control the movement of a public transportation vehicle

4. Perform maintenance on a vehicle or equipment used in public transportation

5. Carry a firearm as part of transit security detail
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TheBus positions classified as safety-sensitive include: 

• Operators

• Dispatchers/Schedulers

• Operations Supervisors

• Maintenance personnel, Fuelers/cleaners

3. USDOT/FTA Prohibited Drug Classes

Consumption of these drugs is prohibited at all times.

▪ Amphetamines

▪ Cocaine

▪ Marijuana

▪ Opioids

▪ Phencyclidine (PCP)

4. Employee Responsibility to Notify HCTM of Criminal Drug Conviction

It is a violation of this policy for any employee to fail to immediately notify HCTM of any criminal

drug statute conviction, or a finding of guilt whether or not adjudication is withheld, or the entry

into a diversionary program in lieu of prosecution.  Violating employee shall be immediately

removed from safety sensitive duties.

In compliance with HCTM Personnel Rules and Regulations, FTA rules, and consistent with the

“Drug Free Workplace Act of 1988”, any employee is prohibited from engaging in the

manufacture, distribution, dispensing, possession, or use of prohibited substances on transit

property premises, in transit vehicles, in uniform, or while on transit business. Any of these

actions or activities by an employee shall be considered prohibited conduct and the employee

will be terminated.

Law enforcement shall be notified, as appropriate, where criminal activity is expected.

Per HCTM authority, violation of this substance abuse policy will result in termination of

employment and/or exclusion from hire.

5. Employee Training

Safety-sensitive employees will receive at least 60 minutes of training on the effects and

consequences of prohibited drug use on personal health, safety, and the work environment,

and on the signs and symptoms that may indicate prohibited drug use.

Supervisors who make reasonable suspicion determinations shall receive at least 60 minutes of

training on the physical, behavioral and performance indicators of probable drug use and 60

minutes on the physical, behavioral and performance indicators of probable alcohol use.
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6. Prescription and Over the Counter Medications

The appropriate use of legally prescribed drugs and non-prescription medications are not

prohibited.  A legally prescribed drug means a prescription or other written approval from a

physician for the use of a drug by an individual in the course of medical treatment.  However,

the use of any substance which carries a warning label that indicates mental functioning, motor

skills, or judgment may be adversely affected must be reported to supervisory personnel and

medical advice must be sought, before performing safety sensitive duties.

The misuse or abuse of legally prescribed drugs is prohibited; this includes the use of medication

that is prescribed to another individual as well as illegally obtained prescription drugs.

HCTM requires employees to inform their prescribing physician of the safety-sensitive job

functions that they perform, in order to ensure that appropriate medications are prescribed.

Employees taking prescription drugs and / or over the counter medications must have a

Release to Work Form for Prescription Medications on file with HCTM in order to work.

7. Employee Protections

The procedures that will be used to test for the presence of prohibited substances or misuse of

alcohol shall be such that they protect the employee’s privacy, the validity of the testing process

and the confidentiality of the test results.

All urine drug testing and breath alcohol testing will be conducted in accordance with applicable

49 CFR Part 40, as amended.  All urine specimen collections, analysis and reporting of results

shall to be in accordance with 49 CFR Part 40, as amended.

Drug and alcohol testing shall be conducted in a manner that will ensure the highest degree of

accuracy and reliability using techniques, equipment, and laboratory facilities which have been

approved by the U.S. Department of Health and Human Services (HHS).

Alcohol initial screening tests will be conducted using a National Highway Traffic Safety

Administration (NHTSA)-approved Evidential Breath Testing Device (EBT) or non-evidential

alcohol screening device that has been approved by NHTSA.  Confirmatory tests for alcohol

concentration will be conducted utilizing a NHTSA approved EBT.

1. Except as required by law or expressly authorized in this section, HCTM shall not release

employee information that is contained in records maintained per 49 CFR Part 655.
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2. An employee may, upon written request, obtain copies of any records pertaining to the
employee’s use of alcohol or controlled substances, including any records pertaining to his
or her alcohol or controlled substances tests.

3. HCTM shall release information regarding an employee’s records as directed, by the
specific written consent of the employee authorizing release of the information to an
identified person. Release of such information is permitted only in accordance with the
terms of the employee’s consent.

4. Records pertaining to a Substance Abuse Professional’s evaluation, treatment and follow
up testing results shall be made available to a subsequent DOT employer upon receipt of
written consent from an employee.

8. Pre-employment Drug and Alcohol Background Checks

In accordance with 49 CFR Part 40.25, HCTM must make and document good faith efforts to

perform drug and alcohol background checks for all applicants applying for a safety-sensitive

position and all current employees applying for transfer into a safety-sensitive position.

Testing information will be requested from each of the applicant’s previous DOT covered

employers during the two years prior to the date of application.  HCTM must obtain the

applicant’s written consent for the release of their drug and alcohol testing information from

their previous DOT covered employers to HCTM. Applicants refusing to provide written consent

are prohibited from performing safety-sensitive functions for Transit Agency.

Safety-sensitive applicants who have previously violated the USDOT testing program must 

provide documentation that they have successfully completed the USDOT’s Return-to-Duty 

process with a DOT-qualified Substance Abuse Professional (SAP). A failed/refused 

preemployment test (so there was no past employer to request information from) also requires 

proof of completion of the return-to-duty process. Failure to provide satisfactory 

documentation will exclude the applicant from being hired or transferred into a safetysensitive 

position with HCTM.   

9. Pre-Employment Testing

All applicants for safety-sensitive positions shall undergo a pre-employment urine drug test. HCTM

must receive an MRO-verified negative drug test result prior to the applicant’s first performance 

of any safety sensitive function, including behind-the-wheel training.   
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 If an applicant’s pre-employment urine drug test result is verified as positive, the applicant will be 

excluded from consideration for employment in a safety-sensitive position with Hernando 

County Transit Management (HCTM).  The applicant will be provided a list of USDOT-qualified 

Substance Abuse Professionals.  

 An employee returning from an extended leave period of 90 consecutive days or more, and whose 

name was also removed from the random testing pool for 90 days or more, must submit to a 

pre-employment urine drug test.  HCTM must be in receipt of a negative drug test result prior 

to the employee resuming any safety-sensitive function.      

10. Random Testing

Safety-sensitive employees will be subject to random, unannounced testing. HCTM shall ensure that
random drug and alcohol tests conducted under this part are unannounced and unpredictable, and
that the dates for administering random tests are spread reasonably throughout the calendar year.
Random testing must be conducted at all times of day when safety-sensitive functions are performed.
HCTM will perform random testing in a manner that meets or exceeds the FTA minimum annual
testing requirements, as amended.  The selection of employees for random testing will be made using
a scientifically valid method.  All safety-sensitive employees will have an equal chance of being
selected each time a random draw is performed.   Random alcohol tests will be conducted just
before, during or just after the employee’s performance of a safety-sensitive function.  Random drug
tests may be conducted anytime an employee is on duty, on call for duty or on standby for duty. The
following provision is provided for on-call staff;

§655.33 (b) On-call employees. An employer shall prohibit the consumption of alcohol for the specified on-call hours of
each covered employee who is on-call. The procedure shall include: (1) The opportunity for the covered employee to
acknowledge the use of alcohol at the time he or she is called to report to duty and the inability to perform his or her
safety-sensitive function. (2) The requirement that the covered employee take an alcohol test if the covered employee
has acknowledged the use of alcohol but claims ability to perform his or her safety-sensitive function.

Once an employee is notified that they have been selected for a random test, they must proceed 

immediately to the testing location.  Failure to proceed immediately may be deemed a refusal 

to test.   

11. Reasonable Suspicion Testing

All safety-sensitive employees must submit to reasonable suspicion drug and/or alcohol testing when

a supervisor or company official trained in detecting signs and symptoms of drug use and 

alcohol misuse has made specific, contemporaneous, articulable observations concerning an 

employee’s appearance, speech, behavior and/or body odor.  Reasonable suspicion testing for 

alcohol misuse will occur when observations are made just before, during, or just after the 

employee’s performance of a safety-sensitive function. Reasonable suspicion testing for 

prohibited drugs may be conducted anytime an employee is on duty or on standby for duty and 

a trained supervisor has made the observations.  
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12. Post-Accident Testing

Fatal Accidents:  Safety-sensitive employees must submit to post-accident drug and alcohol testing

following an accident involving a public transportation vehicle that results in the loss of human 

life.  In addition to a surviving operator of the vehicle, any other surviving, safetysensitive 

employee whose performance could have contributed to the accident must also be tested.   

Non-Fatal Accidents: All safety-sensitive employees in an accident involving a public 

transportation vehicle, whose actions cannot be completely discounted as a contributing factor 

must submit to post-accident drug and alcohol testing when a non-fatal accident meets one or 

more of the following thresholds:  

1. An individual suffers bodily injury and immediately receives medical treatment away

from the scene

2. One or more vehicles incurs disabling damage that requires the vehicle(s) to be towed

away from the accident scene

3. If the public transportation vehicle is a rail car, trolley car, trolley bus or vessel and has

been removed from service.

HCTM officials will use the best information available at the scene, to determine if a safety 

sensitive employee’s performance can be completely discounted as a contributing factor to the 

accident.    

Following an accident, the employee must be “readily available” for testing.  Post-accident 
tests will be conducted as soon as possible, all reasonable efforts shall be made to test the 
safety sensitive employee(s) within (2) two hours of the accident, but not after eight (8) hours 
for alcohol testing and thirty two (32) hours for drug testing. If a drug or alcohol test required 
by this section is not administered within the required time period following the accident, 
HCTM shall prepare and maintain on file, a record stating the reasons the testing was not 
promptly administered and efforts to conduct testing shall cease.  

Post-accident drug and alcohol tests will be conducted as soon as practicable following the 

accident.  Any safety-sensitive employee involved in an accident must refrain from alcohol use 

for eight (8) hours following the accident or until the employee undergoes a post-accident 

alcohol test.  Any safety-sensitive employee who leaves the scene of the accident without a 

justifiable reason or explanation prior to submitting to drug and alcohol testing will be deemed 

to have refused the test.   However, employees are not prohibited from leaving the scene of an 

accident to obtain assistance in responding to the accident or to obtain necessary emergency 

medical care.   
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The post-accident testing requirements shall not delay necessary medical attention for injured 

persons, nor will they prohibit an employee who was performing a safety-sensitive function 

from leaving the scene of an accident to obtain assistance in responding to the accident or to 

obtain necessary emergency medical care.  

 In the rare event that an employee is unable to submit to a post-accident test within the required time 

period (i.e., 8 hours for alcohol and 32 hours for drugs) due to circumstances beyond HCTM’s 

control, the results of a blood, urine or breath alcohol test conducted by a federal, state or local 

official having independent authority for the test, will be considered to meet the requirements 

for a post-accident test. The test must conform to the applicable federal, state, or local testing 

requirements and the results must be obtained by HCTM. (Per 49 CFR Part 655)  

13. Urine Specimen Collections

Urine specimen collections will be conducted in accordance with USDOT rule, 49 CFR Part 40,

as amended.  Collectors will be appropriately trained and qualified to perform urine specimen

collections for USDOT covered employers.  Urine specimen collectors will use the splitspecimen

collection method and will afford the donor (employee) the greatest degree of privacy

permitted per 49 CFR Part 40, as amended.  When an observed collection is required, the

observer will be of the same gender as the donor (employee).

14. Refusal to Submit to Urine Drug Testing

The following actions constitute a “refusal to test” in accordance with 49 CFR Part 40, as

amended:

(1) Failure to appear for any test within a reasonable time, as determined by the

employer, consistent with applicable DOT agency regulations, after being directed

to do so by the employer (pre-employment testing not applicable).

(2) Failure to remain at the testing site until the testing process is complete; provided,

that an employee who leaves the testing site before the testing process

commences for a pre-employment test is not deemed to have refused a test.

(3) Failure to provide a urine specimen for any drug test required by this part or DOT

agency regulations

(4) In the case of a directly observed or monitored collection in a drug test, fail to

permit the observation or monitoring of your provision of a specimen

(5) Failure to provide a sufficient amount of urine when directed, and it has been

determined, through a required medical evaluation, that there was no adequate

medical explanation for the failure

(6) Failure or decline to take an additional drug test the employer or collector has

directed you to take

(7) Failure to undergo a medical examination or evaluation, as directed by the MRO as

part of the verification process, or as directed by HCTM
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(8) Failure to cooperate with any part of the testing process (e.g., refuse to empty

pockets when directed by the collector, behave in a confrontational way that

disrupts the collection process, fail to wash hands after being directed to do so by

the collector).

(9) For an observed collection, failure to follow the observer’s instructions to raise
your clothing above the waist, lower clothing and underpants, and to turn around
to permit the observer to determine if you have any type of prosthetic or other
device that could be used to interfere with the collection process.

(10) Possessing or wearing a prosthetic or other device that could be used to interfere

with the collection process.

(11) Admitting to the collector or MRO that you adulterated or substituted the

specimen.

(12) When the MRO verifies your drug test result as adulterated or substituted.

Refusing to submit to a USDOT/FTA required test is a violation of the USDOT/FTA testing 

program.  Employees are required to be immediately removed from safety-sensitive duty and 

provided a list of USDOT-qualified Substance Abuse Professionals.  Per HCTM authority, 

violation of the USDOT/FTA testing program will result in immediate termination of 

employment.   

15. Urine Specimen Analysis

All specimens will be transported or shipped to a laboratory certified by the Department of

Health and Human Services (DHHS). All specimens will be analyzed at the laboratory in

accordance with 49 CFR Part 40, as amended.  The procedures that will be used to test for the

presence of prohibited drugs will protect the employee and the integrity of the drug testing

process, safeguard the validity of the test results and ensure that the test results are attributed

to the correct employee.  Laboratory confirmed drug test results will be released only to a

certified Medical Review Officer (MRO) for review and verification.

Negative-Dilute Specimens  

Upon receipt of an MRO verified negative-dilute drug test result with creatinine levels greater 

than 5 mg/dl and less than 20 mg/dl, HCTM will require applicants and employees to submit to 

a second urine collection per 49 CFR Part 40.197.   The collection of the second specimen will 

not be conducted using direct observation procedures.  The MRO verified result of the second 

urine drug test will be accepted by HCTM as the final result and the test of record.  Once notified 

that a second collection is required, employees must proceed immediately for testing.  An 

employee’s failure to report immediately may be deemed as a refusal to submit to testing, 

which is a violation of the USDOT/FTA testing program.  
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HCTM will exercise this option uniformly for all pre-employment, post-accident, reasonable 
suspicion, periodic medical, and random urine drug tests reported by the Medical Review 
Officer to have creatinine levels greater than 5mg/dl but less than 20mg/dl (negative-dilute 
results).  

Upon receipt of a positive-dilute urine drug test result, HCTM will immediately remove the 
employee from safety sensitive duty and provide the employee with a referral to a DOT 
qualified Substance Abuse Professional. A positive dilute result is always deemed as a final 
positive result.    

 Per HCTM authority, violation of the USDOT/FTA testing program will result in termination of 

employment and/or exclusion from hire.   

16. Role of the Medical Review Officer (MRO)

The role of the Medical Review Officer is to review and verify laboratory confirmed test results

obtained through a DOT-covered employer's testing program.  When a non-negative drug test 

result is received, the MRO will communicate with the donor (employee) to determine if a 

legitimate medical explanation exists.  When a legally prescribed medication has produced a 

non-negative result, the MRO will verify the prescription and report the result as “negative” to 

HCTM.  Medical conditions and other information obtained by the MRO during the interview 

with the donor will be maintained in a confidential manner. However, if the MRO believes that 

a medication prescribed to the donor may pose a significant safety risk, the MRO will require 

the donor to contact his/her prescribing physician and request that the physician contact the 

MRO within 5 business days.  The MRO and prescribing physician will consult to determine if 

the employee’s medication use presents a significant safety risk.  HCTM will be notified by the 

MRO when the outcome of the consultation results in a determination that the donor’s 

medication use presents a significant safety risk.  If the employee’s prescribing physician fails to 

respond, the safety concern will be reported to HCTM without consultation.  Based on the MRO 

recommendation, HCTM may deem the employee medically disqualified from performing 

safety-sensitive functions.   

A drug test that has been declared cancelled by the Medical Review Officer, because the 

specimen was invalid or for other reasons, shall be considered neither positive nor negative. 

Additionally, a specimen that has been rejected for testing by the laboratory is reported by the 

MRO as a cancelled test.    

When a negative urine drug test result is required (as is the case with pre-employment, return 

to duty and follow up test types) the employer must conduct another drug test on the individual. 

For some categories of cancelled drug tests, the MRO will indicate that a recollection of a 

specimen using direct observation specimen collection procedures is required, regardless of 

test type. Direct observation collection procedures will be in accordance with 49 CFR Part 40 as 
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amended.  The MRO may also direct an employee to undergo a medical evaluation to determine 

whether or not clinical evidence of drug use exists when there are documented medical 

explanations for an individual producing invalid specimens and a negative result is needed for 

a pre-employment, return to duty or follow-up test.     

For alcohol testing, a test that is deemed to be invalid per 49 CFR Part 40, shall be cancelled and 

therefore considered neither positive nor negative.  

During an observed collection, the employee who is being observed will be required to raise 
his or her shirt, blouse, or dress/skirt, as appropriate, above the waist; and lower clothing and 
underpants to show the collector, by turning around, that they do not have a prosthetic 
device.  The collector/observer must witness the employee’s urine leave the body and enter 
the collection cup.  The collector/observer must be the same gender as the employee being 
observed.  

Observed collections are required in the following circumstances: 

 Anytime the employee is directed to provide another specimen because the
temperature on the original specimen was out of the accepted temperature range of
90°F - 100°F;

 Anytime the employee is directed to provide another specimen because the original

specimen appeared to have been tampered with;

 Anytime a collector observes materials brought to the collection site or the employee’s

conduct clearly indicates an attempt to tamper with a specimen;

 Anytime the employee is directed to provide another specimen because the laboratory
reported to the MRO that the original specimen was invalid and the MRO determined
that there was not an adequate medical explanation for the result;

 Anytime the employee is directed to provide another specimen because the MRO
determined that the original specimen was positive, adulterated or substituted, but
had to be cancelled because the test of the split specimen could not be performed.

The MRO assigned to review and verify laboratory drug test results for HCTM is: 

Suzanne Steele, MD 

Vault Health Workforce 

1100 Easton Rd., Ste F 

Willow Grove, PA 19090 

215-396-5500 - Phone

215-396-5610 - Fax
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17. Consequence for MRO Verified Positive Drug Test

When HCTM is notified of an MRO verified positive drug test, or a test refusal due to

adulteration or substitution; the violating employee will be immediately removed from safety

sensitive duty and provided a list of DOT-qualified Substance Abuse Professionals. Applicants

will be excluded from hire and provided a list of DOT-qualified Substance Abuse Professionals.

Per HCTM authority, violation of the USDOT/FTA testing program will result in termination of

employment and/or exclusion from hire.

18. Split Specimen Testing

As an important employee protection, split specimen collection procedures will be used for all

USDOT/FTA urine collections. When an employee challenges an MRO verified result, he/she 

may request that the split specimen (bottle B) be tested at a different DHHS certified laboratory 

that conducted the test of the primary specimen (bottle A). Instructions for requesting the split 

specimen test will be provided by the Medical Review Officer during his/her interview with the 

donor (employee).  In accordance with USDOT rule, HCTM will ensure that the fee to process 

the split specimen test is covered in order for a timely analysis of the split specimen.  HCTM 

may seek reimbursement for the cost of the split specimen test.    

19. Alcohol Prohibition

Alcohol is a socially accepted substance that is consumed throughout the world. It is considered

a recreational beverage when consumed in moderation for enjoyment and relaxation during

social gathering. However, when consumed primarily for its physical and mood-altering effects,

it is a substance of abuse.  As a depressant it slows down physical functions and progressively

impairs mental functions.

 For the purposes of this policy, alcohol is defined as the intoxicating agent in beverage alcohol, ethyl 

alcohol or other low molecular weight alcohols including methyl or isopropyl alcohol.  Alcohol 

use means the consumption of any beverage, mixture, or preparation, including any medication 

containing alcohol.  49 CFR Part 655 authorizes alcohol testing and requires HCTM to take action 

on the findings, regardless of whether it was ingested as a beverage alcohol or in a medicinal or 

other preparation.  

Some of the Health Hazards that may result from the chronic consumption of alcohol include: 

 Decreased Sexual functioning.

 Dependency.

 Fatal liver disease, cancer, kidney disease, pancreatitis and ulcers.

 Spontaneous abortion, neonatal morality, and birth defects.

Social Issues associated with the chronic consumption of alcohol include: 
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 Two-Thirds of all homicides are committed by people who drink prior to the crime.

 Two to three percent of the driving population is legally drunk at any one time. This rate

is doubled at night and on the weekends.

 Two-Thirds of all Americans are involved in an alcohol related vehicle accident during

their lifetimes.

 The rate of separation and divorce in families with alcohol dependency problems is seven

times the average.

 Forty percent of family court cases are alcohol problem related.

 Alcoholics are 15 times more likely to commit suicide than the other segments of the

population.

 More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents and

76 percent of private aircraft accidents are alcohol related.

Some of the Workplace Issues associated with chronic consumption of alcohol include: 

 It takes one hour for the average person (150 pounds) to process one serving of an

alcoholic beverage from the body.

 Impairment in coordination and judgment can be objectively measured with as little as

two drinks in the body.

 A person who is legally intoxicated is six times more likely to have an accident than a

sober person.

 Safety-sensitive employees are prohibited from consuming alcohol while performing safetysensitive 

functions, within (4) four hours prior to performing a safety sensitive function, or during the 

hours that they are on call or standby for duty.  No safety-sensitive employee shall report for 

duty or remain on duty while having an alcohol concentration of 0.04 or greater.  

Safety-sensitive employees must not consume alcohol within eight (8) hours following an 

accident or until the employee submits to post-accident testing, whichever occurs first.  

HCTM’s policy is stricter than required by Federal Transit Administration / U.S. DOT regulations. 
HCTM’s policy is zero tolerance, which means a positive urine drug test, and / or a breath alcohol test 
result greater than zero will result in immediate termination.    

20. Alcohol Testing

All alcohol screening tests and confirmation tests will be performed in accordance with USDOT

rule, 49 CFR Part 40.   The procedures that will be used to test for alcohol misuse will protect

the employee and the integrity of the testing process, safeguard the validity of the test results,

and ensure the test results are attributed to the correct employee.

When an alcohol-screening test indicates a blood alcohol concentration (BAC) of 0.02 or greater, 

a confirmation test will be performed using an evidential breath-testing device listed on the 
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USDOT/ODAPC webpage as an “Approved Evidential Breath Measurement Device”.  The 

confirmed blood alcohol concentration (BAC) result will be transmitted by the technician to 

HCTM in a confidential manner. A safety-sensitive employee who has a confirmed blood alcohol 

concentration (BAC) of 0.02 or greater but less than 0.04 will be removed from safetysensitive 

duties for a period of at least (8) eight hours or until test results fall below 0.02.  

 No safety-sensitive employee shall report for duty or remain on duty requiring the performance of 

safety-sensitive functions while having an alcohol concentration greater than zero.  If there is 

actual knowledge that an employee may be under the influence of alcohol while performing 

safety sensitive functions, the employee shall not be permitted to perform or continue to 

perform safety-sensitive functions, pending a reasonable suspicion interview, conducted per 

Section 12. No safety-sensitive employee shall use alcohol while performing safety-sensitive 

functions, within (4) four hours prior to performing a safety sensitive function, or during the 

hours that they are on call or standby for duty.  No safety-sensitive employee shall use alcohol 

within eight (8) hours following an accident or until the employee undergoes a post-accident 

test, whichever occurs first.  

HCTM’s policy is stricter than required by Federal Transit Administration / U.S. DOT regulations.  
HCTM’s policy is zero tolerance, which means a positive urine drug test, and / or a breath alcohol test 
result greater than zero will result in immediate termination.    

21. Consequence for a USDOT/FTA Confirmed Alcohol Violation

A safety-sensitive employee who has a confirmed blood alcohol concentration (BAC) of 0.04 or

greater has violated the USDOT/FTA testing program and will be removed from safetysensitive

duty and provided a list of DOT-qualified Substance Abuse Professionals.  Per HCTM authority,

violation of the USDOT/FTA testing program will result in termination of employment.

22. Refusal to Submit to Alcohol Testing

The following actions constitute a refusal to submit to an alcohol test:

(1) Fail to appear for any test within a reasonable time, as determined by the employer,

consistent with applicable DOT agency regulations, after being directed to do so by the

employer.

(2) Fail to remain at the testing site until the testing process is complete

(3) Fail to provide an adequate amount of saliva or breath for any USDOT required alcohol test

(4) Fail to provide a sufficient breath specimen, and the physician has determined, through

a required medical evaluation, that there was no adequate medical explanation for the

failure

(5) Fail to undergo a medical examination or evaluation, as directed by the [Agency]

(6) Fail to sign the certification at Step 2 of the ATF

(7) Fail to cooperate with any part of the testing process.
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Refusing to submit to a USDOT/FTA required test is a violation of USDOT/FTA testing program. 

Employees must be immediately removed from safety-sensitive duty and provided a list of 

USDOT-qualified Substance Abuse Professionals.  Per HCTM authority, violation of the 

USDOT/FTA testing program will result in termination of employment.   

23. HCTM Testing Program Contacts

Designated Employer Representative (Drug & Alcohol Program Manager)

Beverly Yates

352-754-4444 Ext. 39007

Beverly.Yates@ratpdev.com 

Alternate (back-up) Program Manager  

Oliver Cromwell 

352-754-4444 Ext. 39008

Oliver.Cromwell@ratpdev.com 

The referenced USDOT and FTA regulations, as well informational material related to this testing 

program are available for review and/or download from the Florida Department of Transportation’s 

Substance Abuse Management Website: http://sam.cutr.usf.edu.   Further information may be 

obtained from the USDOT’s Office of Drug and Alcohol Policy and Compliance website: 

https://www.transportation.gov/odapc and the Federal Transit Administration’s (FTA) website:  

https://transit-safety.fta.dot.gov/DrugAndAlcohol/Default.aspx  

http://sam.cutr.usf.edu/
http://sam.cutr.usf.edu/
https://www.transportation.gov/odapc
https://www.transportation.gov/odapc
https://transit-safety.fta.dot.gov/DrugAndAlcohol/Default.aspx
https://transit-safety.fta.dot.gov/DrugAndAlcohol/Default.aspx
https://transit-safety.fta.dot.gov/DrugAndAlcohol/Default.aspx
https://transit-safety.fta.dot.gov/DrugAndAlcohol/Default.aspx
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Appendix 11: 
Risk and Hazard Identification and 

Assessment 



Hernando County Fleet - Hazard Report 

Hazard Information 

Date and time reported 

Employee Position 

Employee Name (Optional) 

Please check the applicable subjects: 

□ Vehicle    □   Facility     □   Equipment     □ Other__________________

Please explain your concern/issue/question 

Please tell us your recommended solution 

Thank you for your participation! 



Hazard Mitigation Form 
(To be filled out by the Safety Liaison/Manager) 

Tracking # 

Completed by and Title 

Date  

Estimated Completion Date 

Estimated Cost (if known) 

Based on the Hazard Analysis Matrix, please fill out the following:  

Probability 

Severity 

Risk Assessment* 

*if green, no further action is required and will be closed. If yellow or red, the
reports must be review at the next Site Safety Council meeting.

Status  

Actual Completion Date 

Correction Action Taken 

________________________________________ 
Signature and date  



Likelihood Table 

Severity Table 

Value  Severity  Meaning 

A  Catastrophic  Deaths (not including suicide or death by natural causes 
Equipment destroyed 

B  Hazardous  A large reduction in safety margins: Seriously injury‐fracture, severe 
bleeding, paralysis, Brain injury, Major equipment damage 

C  Moderate  A significant reduction in safety margins, Injury bruising, abrasions, 
bleeding, sprains (ambulance transport) 

D  Minor  Nuisance, Operating limitations, Minor incident 
Minor injury‐bruising, abrasion (no ambulance transport) 

E  Negligible  Insignificant 

Risk Resolution Table 

Risk Severity 

A  B  C  D  E 

Risk Likelihood  C
at
as
tr
o
p
h
ic
 

H
az
ar
d
o
u
s 

M
o
d
er
at
e 

M
in
o
r 

N
eg
lig
ib
le
 

5  Frequent  5A  5B  5C  5D  5E 

4  Occasional  4A  4B  4C  4D  4E 

3  Remote  3A  3B  3C  3D  3E 

2  Improbable  2A  2B  2C  2D  2E 

1  Extremely Improbable  1A  1B  1C  1D  1E 

Resolution Requirements 

High  Unacceptable  Correction required 

Serious  Undesirable  Correction may be required, decision by management 

Medium  Acceptable W/ review   With review and documentation by management 

Low  Acceptable  Without review 

Eliminated  Acceptable  No Action needed 

Likelihood  Meaning  Value 

Frequent  Likely to occur/ has occurred frequently  5 

Occasional  Likely to occur/ has occurred sometimes  4 

Remote  Unlikely to occur/ has occurred rarely, but possible  3 

Improbable  Very unlikely to occur or no known occurrences  2 

Extremely Improbable  Almost inconceivable that this will ever occur  1 
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Appendix 12: 
Certification Form 
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Bus Transit System Annual Safety and Security Certification 

Hernando County, Florida 
Agency Name:  Hernando County Board of County Commissioners 
Agency Address: 1653 Blaise Drive, Brooksville, Florida, 34601 
Certification Date (Current): February 2022 
Certification Year: (Previous): 2021  

In accordance with Rule 14-90, the Transit System (Agency) named above hereby certifies 
the following: 

1. The Agency has adopted a System Safety Program Plan (SSPP) and a Security
Program Plan (SPP) pursuant to the standards set forth in Rule Chapter 14-90,
Florida Administrative Code.

2. The Agency is in compliance with its adopted SSPP and SPP.

3. The Agency has performed annual safety inspections on all operational transit
vehicles in accordance with Rule Chapter 14-90, Florida Administrative Code.

4. The Agency has conducted reviews of the SSPP and SPP to ensure they are up to
date.

Signature and Date: __________________________________ 
Name: John Allocco 
Title:  Board of County Commissioners 

Signature and Date: __________________________________ 
Name: Aaron Michael Pool 
Title:  Development Services Director 

Signature and Date: _________________________________ 
Name: Oliver Cromwell 
Title: RATP Dev, USA General Manager 

Name and address of entity (ies) which has (have) performed bus safety inspections: 

Name: Hernando County Fleet Operations Department 
Address: 1525 E Jefferson St. Brooksville, Florida, 34601 

Signature and Date: __________________________________ 
Name:    Brenda Peshel 
Title:   Fleet Operations Manager 



System Safety Program Plan - Hernando County

Hernando County SSPP – Certification Year 2023 Page 34 

LIMITED SHARING 

Appendix 13: 
Distracted Driver Training Program 



 

CURBING TRANSIT OPERATOR DISTRACTED DRIVING 

TRAINING

Instructor Guide 

 

 

CURBING TRANSIT OPERATOR DISTRACTED DRIVING TRAINING

PARTICIPANT GUIDE



Curbing Transit Operator 
Distracted Driving

Training Program

Developed in cooperation with the 
Florida Department of Transportation 
and the U.S.D.O.T’s Transportation 

Safety Institute.  

Produced by the University of South 
Florida’s Center for Urban 
Transportation Research

Course Overview

• Teach public transportation employees
about the dangers and consequences of
driving distracted.

L ’ l d li i ith• Learn agency’s rules and policies with
regard to non-agency authorized wireless
technologies.

• Learn state’s laws and regulations related
to wireless technologies.



Course Objectives

• Define the term “distracted”

• Describe the risk of driving while
distracted

• Identify tips for preventing distracted
driving

• Interpret the regulations, laws and agency
policies with regard to wireless devices

Introduction and Discussion

• Each year approximately 40,000 people
are killed in motor vehicle crashes and
more than 3 million people are injured.

M t hi l h th b• Motor vehicle crashes are the number one
cause of deaths for people age 1 to 35

• Almost 80% of crashes and 65% of near-
crashed happen within 3 seconds of some

form of driver distraction

Introduction and Discussion

• In 2009, 5,774  were killed and 448,000
people were injured due to distracted
driving on our roads.

N l 20% f ll di t t d d i i• Nearly 20% of all distracted driving
fatalities involved cell phones.

• 24,000 distracted driving crashes that
resulted in injuries involved cell phones.



Multitasking

Truth About Multitasking

Everyone tries to multitask

There are two truths:
People actually do not “multitask” well• People actually do not “multitask” well

• People do not accomplish both tasks
with optimal focus and effectiveness

Multitasking is a Myth

• People do not perform two tasks at the
same time.

• The brain handles tasks sequentially,
it hi b t t th thswitching between one to the other-

performing only ONE TASK at a time.



Multitasking is a Myth

• Our brains can juggle tasks very rapidly,
which leads us to erroneously believe that
we are doing two things at the same time.

I lit th b i i it hi tt ti• In reality, the brain is switching attention
between tasks – performing only one at a
time.

Multitasking Exercise

• The science of attention, multitasking and
more.

• http://www.sciencefriday.com/program/ar
chives/201009172chives/201009172

What is a Distraction?



Definition of Distracted Driving

Distracted Driving is any non-driving 
activity a person engages in that has the 

t ti l t di t t hi h f thpotential to distract him or her from the 
primary task of driving and increase the 
risk of crashing. (Source: www.distracteddriving.gov)

Three Types of Distracted Driving

1. Visual - Taking your eyes off the road

2. Manual - Taking your hands off the
wheelwheel

3. Cognitive - Taking your mind off what
you are doing

Examples of Distracted Driving

• Eating

• Texting

• Talking on a cell phoneg p

• Talking to a passenger

• Reading

• Grooming



Just the Facts

• Distracted driving is the number one killer
of American teenagers.

• More than 80% of drivers admit to
bl t tl h d b h iblatantly hazardous behavior
(Source: Nationwide Mutual Insurance Survey) 

• Drivers on mobile phones are more
“impaired” than drivers at .08 BAC
(Source: University of Utah Study) 

Just the Facts

• An estimated 1million people chat on their
mobile or send text messages while
driving

D i th t ll h f ti• Drivers that use cell phones are four times
more likely to get into crashes serious
enough to injure themselves
(Source: NHTSA, Insurance Institute for Highway Safety) 

Just the Facts

• 16% of fatal crashes in 2009 involved
reports of distracted driving

• 20% of injury crashes involved distracted
drivingdriving

• 16% of all drivers younger than 20
involved in fatal crashes were reported to
have been distracted while driving



Just the Facts

• In 2009, those drivers involved in fatal
crashes were reportedly distracted.

Th 30 t 39 ld h d th hi h t• The 30 to 39-year-olds had the highest
proportion of cell phone involvement.

Just the Facts

These statistics are staggering. 

It is our job as professional transit operators 
t “E S f t ”to “Ensure Safety”

DON’T BE A STATISTIC!

Risks Associated with Distractions

For light vehicles or cars: 
– Dialing a cell phone makes the risk of crash or

near-crash event 2.8 times higher as non-
distracted driving;
Talking or listening on a cell phone makes the risk– Talking or listening on a cell phone makes the risk
of crash or near-crash event 1.3 times higher as
non-distracted driving; and

– Reaching for an object such as an electronic
device makes the risk of crash or near-crash
event 1.4 times higher than non-distracted
driving



Risks Associated with Distractions

• For heavy vehicles or trucks:
– Dialing a cell phone makes the risk of crash or

near-crash event 5.9 times higher than non-
distracted driving;d st acted d g;

– Talking or listening on a cell phone makes the
risk of crash or near-crash event 1.0 times
higher than non-distracted driving;

Risks Associated with Distractions

• For heavy vehicles or trucks (cont):
– Use of or reaching for, an electronic device

makes the risk of crash or near-crash event
6.7 times higher than non-distracted driving;6 t es g e t a o d st acted d g;
and

– Text messaging makes the risk of crash or
near-crash event 23.2 times higher than non-
distracted driving.

Bus Operator Distractions

• Radio
• MDT
• Passenger assistance
• Route maps
• Fareboxes
• GPS



Public Transportation Operators Who 
Have Driven Distracted

• Missed stops
• Ran red lights
• Weaved
• Missed fares
• Hit street fixtures and other fixed objects
• Nearly missed hitting pedestrians and cars

The Transportation Industry

The Public transportation industry have had 
b f i id ta number of very serious accidents as a 
result of distracted driving.

Alexandria, VA

Driver was using a cell phone



Los Angeles, CA

Operator was text messaging
25 people killed and 102 injured 

Boston, MA

Operator was texting
49 People Injured

September 2009

U.S. Transportation Secretary, Ray LaHood 
Distracted Driving Summit



“We must act now to stop 
distracted driving from 

becomingadeadlyepidemic becoming a deadly epidemic 
on our nation's roadways.”

Ray LaHood, USDOT Secretary

U.S. bans truckers, bus drivers from 
texting while driving

By Ashley Halsey III, Washington Post Staff Writer 
Wednesday, January 27, 2010 

OnTuesday,thefederalgovernmentformallybarred On Tuesday, the federal government formally barred 
truckers and bus drivers from sending text messages 
while behind the wheel, putting itsimprimaturona 
prohibition embraced by many largetrucking and 
transportation companies. 

"We want the drivers of big rigs and buses and those 
who share the roads with them to be safe,"saidU.S. 
Transportation Secretary Ray LaHood. "This is an 
important safety step,and we will be taking more to 
eliminate thethreat of distracted driving." 

Transit Agency Policy Changes



Managing Distractions

Our ability as professional transit operators 
to manage the level of distraction while 

driving is critically important. 

We must ensure safety first! 

Managing Distractions

•Personal Electronic Devices

Insert Insert 
Agency 

Policy Here

Managing Distractions

•Agency-Authorized or Required Equipment
or Material Distractions

Insert Insert 
Agency 

Policy Here



Managing Distractions

Passenger Distractions
–Avoid unnecessary communications. If

conversation cannot be avoided do so while
maintainingfocusonthesafeoperationofthe maintaining focus on the safe operation of the
vehicle.

–Anytime the conversation impacts safe
driving, pull the vehicle off the road to finish
the conversation.

Education and Enforcement

•In 2010, the FDOT, USDOT, and FTA
developed this training program to
educate public transportation employees
aboutthedangersofdistracteddriving about the dangers of distracted driving.

Show “Curbing Transit Operator 
Distracted Driving” video

State of the Union* (2010)



FloridaChapter 14-90 F.A.C

Rule Chapter 14-90 Florida Administrative 
Code
–Language addressing wireless

communicationdevices communication devices
–Requirements for driver education

program that addresses wireless
communication devices and distracted

driving

Florida Chapter 14-90 F.A.C

Wireless Communications Device

–An electronic or electrical device capable
of remote communication.

–Examples include cell phones, personal
digital assistants (PDAs) and portable
computers (commonly called laptop
computers.)

FloridaChapter 14-90 F.A.C

Personal Wireless Communications Device 

–An electronic or electrical device that
was not provided by thebus transit

tfbi system for business purposes



Florida Chapter 14-90 F.A.C

Wireless Communication
–A wireless communication plan and procedure

that provides for the safe operation of the bus
transitvehicleandassuresthat: transit vehicle and assures that:

–The use of a personal wireless communication
device is prohibited while the transit vehicle is
in motion.

Florida Chapter 14-90 F.A.C

Wireless Communication (continued)
–All personal wireless communications devices

are turned off with any earpieces removed
from the operator’s ear while occupying the oteopeatoseaeoccupygte
driver’s seat.

Florida Chapter 14-90 F.A.C

•A policy on the use of a wireless
communications device issued to the
operator by the bus transit system for
businessrelatedpurposes business related purposes.

•Policies developed shall assure that:
–Guidelines are developed that allow for

the use of a wireless communications
device in emergency situations.



Florida Chapter 14-90 F.A.C

–The use of a wireless communications
device does not interfere with the
operator’s safety related duties.

Florida Chapter 14-90 F.A.C

•The Bus Transit System shall develop a driver
educational training program on:
–the proper use of a wireless communications  device 

issuedtotheoperatorbytheBusTransitSystem issued to the operator by the Bus Transit System
while in the performance of their safety related 
duties 

–the hazards associated with driving and utilizing a 
wireless communications device

Our Agency’s Policy

Insert Insert 
Agency 

Policy Here



Curbing Transit Operator 
Distracted Driving in Review

•Define the term “distracted”
•Describe the risk of driving while

distracted
Idtiftiftidittd •Identify tips for preventing distracted
driving

•Interpret the regulations, laws and
company policies with regard to wireless

devices

Questions or Comments

zavacki
Typewritten Text
Be sure to receive a copy of your agency's 
policy on Wireless Devices.
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Appendix 14: 
Transit Operator Agreement



















































Exhibit A: Transit Fleet Inventory 





Exhibit B: Maintenance Staff Job 



HERNANDO COUNTY BOARD OF COUNTY COMMISSIONERS 
JOB DESCRIPTION 

Job Title Fleet Manager Pay Grade 223 Class Code O125 

Department Fleet Maintenance Salary Range $55,577.60 - 
$90,064.00 Annually 

Division Fleet Maintenance FLSA Status Exempt 

Reports to Deputy County 
Administrator  Revised September 2017 

Bargaining Unit None 

GENERAL DESCRIPTION: 

Responsible for supervision of Fleet Maintenance staff, management and administration in directing the 
operations of the fleet maintenance services, fleet replacement program and central fueling operation. 
Responsibilities include, but not limited to, personnel management, budget administration in an internal 
service fund environment, fleet replacement program and vehicle specifications, requisition of parts and 
materials, provision of labor and building maintenance. 

ESSENTIAL JOB FUNCTIONS: 

• Manage, control and account for Fleet Maintenance, Fleet Replacement, and Central Fuel
budgets.

• Develops department goals, objectives, strategic plans and policies and procedures; prepares

• Commission agenda items; prepares five (5) capital plan.

• Responsible for the implementation and administration of the yearly budget ensuring those
sufficient funds are available in accordance with the equipment replacement schedule published
annually.

• Prepares replacement schedules; prepares, in coordination with user specifications, for the
procurement of vehicles and equipment.

• Administers operations of fleet maintenance, to include personnel contract management,
requisition of parts, provision of labor, building maintenance and budget administration.

• Generates and maintains all records, reports, and documentation relating fleet administration,
i.e., fleet management, personnel evaluations, budgets, requisitions, bid specifications.

• Analyzes various records and reports for the purpose of monitoring functions under charge, and
maintaining/improving efficiency of operations.

• Conducts staff and safety meetings for the purpose of ensuring OSHA, DOT and other
regulatory compliance requirements.



• Performs the duties as the administrator for the Fleet Management Information System. The 
duties include Internet based database management, upgrade availability and facilitation, data 
integrity, managing users and their activity, training personnel, diagnosis of issues and 
troubleshooting issues with software/ hardware related to Vehicle Maintenance / Central Fuel / 
Vehicle Replacement. Network familiarity on LAN & WAN systems  
 

• Maintains all fueling sites and records pertaining to the procurement and distribution of fuel as 
established by regulatory guidelines. 
 

• Performs personnel management functions, i.e., interviewing, hiring, disciplining and 
evaluations. 
 

• Prepares rental rate schedules for vehicles and/or equipment. 
 

• Prepares special event schedules. Employee work schedules and overtime schedules. 
 

• Adheres to safety, security and fire prevention policies. 
 

• Adheres to compliance of OSHA, DOH, DEP, NFPA, FDOT, FTA and EPA standards. 
 

• Performs other duties as assigned by immediate supervisor and other management personnel. 
 

• Regular attendance. 
 

 
JOB STANDARDS: 

Education Bachelor’s Degree from an accredited institution in Public or Business Administration 
or related fields. 

Experience 

Seven (7) years of progressively responsible managerial experience in public 
government automotive fleet operations, to include parts acquisition and control and 
compliance with regulatory standards concerning personnel safety and 
environmental protection provisions. Must have a minimum of five (5) years of 
supervisory experience. 
 
A combination of education, training and experience may be substituted at the 
County's discretion. 

Licenses, 
Certifications or 
Registrations 

Valid Florida driver’s license and be insurable by current insurance carrier. Certified 
Automotive Fleet Manager (NAFA) Certified Automotive Fleet Specialist (NAFA) or 
Certified Fleet Manager (APWA) certifications preferred.  

 
EQUIPMENT USED 
 
Requires the ability to operate and control the actions of equipment, machinery, tools and/or materials 
utilized in performing essential job functions. 
 

 
CRITICAL EXPERTISE TO PERFORM ESSENTIAL FUNCTIONS 
 

• Requires ability to coordinate, manage, and strategize and/or correlate data and/or information. 
Includes referencing data analyses to determine necessity for revision of organizational 
components. 
 



• Requires ability to function as a department manager for a major organizational unit requiring 
significant internal and external interaction. 
 

• Requires the ability to utilize a wide variety of descriptive and advisory data and information, 
such as diagrams, regulatory standards, operating manuals, specifications and policy and 
procedure manuals. 
 

• Requires the ability to perform addition, subtraction, multiplication, and division; ability to 
calculate decimals and percentages; utilizes principles of geometry, compute discount, profit 
and loss, ratio and proportion. 
 

• Requires the ability to apply principles of influence systems, such as motivation, incentive, and 
leadership. Ability to exercise independent judgment to apply facts and principles for developing 
approaches and techniques to problem resolution. 
 

• Requires the ability to exercise judgment, decisiveness and creativity required in situations 
involving the evaluation of information against sensory, judgmental or subjective criteria, as 
opposed to that which is clearly measurable or verifiable. 
 

• Requires the proficiency to work in Microsoft Office software e.g. Word, Excel, and Power Point.  
 

 
ESSENTIAL PHYSICAL SKILLS 
 
Tasks involving the ability to exert very moderate physical effort in light work, typically involving some 
combination of stooping, kneeling, crouching, and crawling, and which may involve some lifting, 
carrying, pushing, and/or pulling of objects and materials of moderate weight (up to 20 pounds). 
 

 
ENVIRONMENTAL CONDITIONS 
 
Tasks risk exposure to adverse environmental conditions, such as dust, odors, toxic agents/chemicals, 
noise extremes, wetness, humidity and machinery. 
 

 
MARGINAL / SECONDARY JOB FUNCTIONS 
 

• Performs other reasonable related duties as assigned by immediate supervisor or other 
management personnel. 
 

• In the event of emergency or crisis situation (hurricane, flood, etc.) position may be required to 
perform additional duties, possibly after hours and weekend work as assigned by the immediate 
supervisor. 

 
 
 
Reasonable accommodations will be made for otherwise qualified individuals with a disability. 
 
 
 

EMPLOYEE SIGNATURE DATE 

  



HERNANDO COUNTY BOARD OF COUNTY COMMISSIONERS 
JOB DESCRIPTION 

 
Job Title Fleet Service Writer Pay Grade 212 Class Code T307 

Department Fleet Maintenance Salary Range $16.32 - $25.53 Hourly 

Division Fleet Maintenance FLSA Non-Exempt 

Reports to Fleet Maintenance  
Supervisor Revision February 2023 

Bargaining Unit: Teamsters Local 79 
 

 
GENERAL DESCRIPTION: 

This position is specialized work involving the scheduling and coordination of vehicles between user 
Departments and Fleet for maintenance and repairs. This position is also responsible for information 
updates in the Fleet Management software. 

  

JOB STANDARDS: 

Education High School Diploma or equivalent (GED). 

Experience 
Must have one (1) year of fleet experience. Two (2) to five (5) years of 
experience with spreadsheets, work order processing, and fleet management 
software as well as effectively solving customer and vendor complaints. 
 

Licenses, 
Certifications or 
Registrations 

Must be able to obtain a valid Class B Florida CDL Driver's License with Air Brake 
endorsement, and Passenger endorsement within one (1) year of employment or 
promotion and be insurable by the current insurance carrier. ASE C-1 certification 
(Automotive Service Consultant) within one (1) year of employment or promotion. 
This position is subject to the Hepatitis B Vaccine when necessary.  This position 
is subject to random drug and/or alcohol testing. 
 

 
 

ESSENTIAL JOB FUNCTIONS: 
 

• Schedules maintenance and repair work for shop 

• Schedule, drop off, and pick up vehicles and equipment from vendors 

• Tracks all Warranties and ensures reimbursement for all warranty work or parts 

• Prioritizes and assigns work.  

• Reviews work completed and closes work orders. 

• Updates equipment information in Asset Works 

• Develops and ensures compliance with Preventative Maintenance Schedules. 

• Effectively communicates with customers and vendors by phone, email or in person. 

• Resolve problems based on department policy and industry standards. 

• Adheres to Florida DOT and DEP regulations. 

• Assists in managing the Fleet Replacement Program. 

• Coordinates special projects. 

• Regular attendance. 

 



EQUIPMENT USED 

Phone, computer, and fleet diagnostic hardware. 
 

CRITICAL EXPERTISE TO PERFORM ESSENTIAL FUNCTIONS 
• Problem solving skills. 
• Knowledge of standards of repair practices and operation of equipment and/or vehicles. 
• Ensure details and completeness of work orders for maintenance and repairs. 
• Knowledge of Florida DOT regulations. 
• Ability to prioritize work and assign it to the appropriate personnel. 
• Ability to keep work on schedule. 
• Ability to run reports and update database information utilizing Fleet Focus or similar software. 
• Ability to understand and follow written and verbal orders to their completion with minimum 

supervision 
 

ESSENTIAL PHYSICAL SKILLS 

Work requires continuous bending, lifting, and walking. Must be able to work various shifts that include, 
occasional evenings and weekends. 

 
ENVIRONMENTAL CONDITIONS 
 
Must be able to work outdoors tolerating extreme temperatures and adverse weather conditions for 
long periods of time. 
 

 

MARGINAL / SECONDARY JOB FUNCTIONS 

 

• Performs other reasonable related duties as assigned by immediate supervisor or other 
management personnel. 

• In the event of an emergency or crisis situation (hurricane, flood, etc.), position may be 
required to perform additional duties, possibly after hours and weekend work as assigned by 
the immediate supervisor. 

• Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

 

EMPLOYEE SIGNATURE DATE 

  
 



HERNANDO COUNTY, FLORIDA BOCC
invites applications for the position of:

Finance Coordinator

SALARY: $50,132.16 - $81,348.80 Annually

DEPARTMENT: Utilities Department

DIVISION: Fleet Maintenance

OPENING
DATE: 12/12/22

CLOSING
DATE: 12/16/22 11:59 PM

DESCRIPTION:

The Finance Coordinator provides budgeting, accounting and administrative functions for
Hernando County Fleet Maintenance and its various funds.  Duties are performed under
direction of the Fleet Manager.

EXAMPLES OF DUTIES:

Administers, coordinates, and oversees financial responsibilities and assisting staff (e.g.,
employee concerns/problems, directing and prioritizing work, training, etc.), ensuring
assignments are complete and within department objectives. Assists with budget
preparation, monitoring, support, budget amendments, etc. Determines the appropriate
budget and line item accounts to which purchases are to be charged. Uses independent
judgment to project annual expenditures in preparation for the department’s annual
budgets. Enters budget information into the FinancePlus system and completes required
budget forms. Compiles department budget forms and packets for submittal to Budget
Office and department staff.
Administers staff payroll, and processes confidential human resources documents.
Reviews monthly expenditure reports and coordinates with other County departments to
resolve discrepancies.
Requests/recommends journal entries, budget resolutions and amendments, as required.
Assists with research and preparing Requests for Quotes and Requests for Proposals.
Monitors contractual and in-house construction, maintenance and repair projects. Verifies
scope of work on projects to ensure adequate budget appropriations and fund accounting.
Prepares agenda items and change orders, as necessary.
Monitors accounts receivables and payables and works closely with the Finance
Department to ensure compliance, timely reporting and billing.
Uses independent judgement in evaluating, preparing and implementing adjusted fee
schedules.
Researches and analyzes special projects on a monthly, quarterly and annual basis.
Processes department purchase orders, release orders, check requisitions, change
orders, and receipts for accuracy and quality control.
Prepares and assists with FEMA reimbursements when necessary; including payroll and
expenses utilized either within the County or if personnel are deployed to assist other
organizations.
Provides Customer Service to all County Departments, internal and external customers.
Assists in establishing and maintaining a centralized filing system and database of all
Fleet Management for administration, monitoring and reporting.
Processes all purchasing card transactions and monthly statements for Fleet
Management.
Accept, receive, and/or collect payments; prepare and/or process purchase orders;
accountable for inventory/property management; manage or administer grant funds; make
recommendations that impact the budget; manage the budget within assigned
unit/division; determine allocation of budget among departments; determine allocation of
budget among divisions; and manage the budget within assigned department.
Other duties as assigned.

TYPICAL QUALIFICATIONS:

Minimum Requirements



Any combination of education and experience that provides equivalent knowledge, skills, and
abilities may be considered.

Associates degree in Accounting, Finance, Mathematics, or other closely related field.
Seven (7) years of experience in office procedures, accounting, budgeting, record
keeping, contract management and purchasing. Government experience preferred. 

Licenses, Certifications or Registrations

Must possess and maintain a valid Florida Driver’s License and be insurable by current
insurance carrier. 
NIMS Training (required for emergency operations) or obtain within six months 

Special Requirements

County employees are required to report for work during a state of emergency and are subject to
recall around the clock for emergency response operations which may include duties other than
those specified in this job description.

Required Competencies

Knowledge of
accepted accounting principles, practices, and procedures.
state and local rules and regulations pertaining to government purchasing and
contracting and related recordkeeping.
standard procedures for purchasing and related recordkeeping.
general office practices and procedures.

Ability to
perform duties with minimum supervision.
exercise good personal, fiduciary and independent judgment.
read, understand and comprehend laws, regulations and rules.
effectively and professionally communicate with customers, vendors and co-
workers.

Skilled in using ten-key calculator and performing computations for balancing accounts
rapidly and with accuracy.
Strong understanding and proficiency with Microsoft Office applications with an emphasis
on Excel.
Skilled at typing with speed and accuracy.

SUPPLEMENTAL INFORMATION:

Equipment Used

Uses business phones, ten-key calculator, computer, monitor and assorted office equipment.
Occasional use of County vehicle for travel to attend meetings and/or training.

Physical Abilities

Good dexterity and finger mobility required for typing and using a calculator. Additional
Skills: hearing, mental acuity, reaching, repetitive motion, speaking, and visual acuity.
Light work exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force
to move objects.

Environmental Conditions

Most of the time is spent indoors working closely with others, occasionally noisy office
conditions, including computer and printer noises. Must be able to concentrate under these
conditions. Works in a safe and secure work environment that may periodically have unpredicted
requirements or demands.

Pay Grade: 219

FLSA: Exempt

Bargaining Unit: Teamsters Local 79

APPLICATIONS MAY BE FILED ONLINE AT:
https://www.hernandocounty.us/home

15470 Flight Path Drive
Brooksville, FL 34604
(352) 754-4817

kdale@co.hernando.fl.us

Position #13909
FINANCE COORDINATOR

KD

https://www.hernandocounty.us/home
mailto:kdale@co.hernando.fl.us


Finance Coordinator Supplemental Questionnaire

 
* 1. Do you possess an Associates degree in Accounting, Finance, Mathematics, or other

closely related field?
 Yes     No

 
* 2. Do you have at least seven (7) years of experience in office procedures, accounting,

budgeting, record keeping, contract management and purchasing?
 Yes     No

 
* 3. Do you have considerable knowledge of the principles, practices, and procedures of

government and cost accounting?
 Yes     No

 
* 4. Do you have knowledge of purchasing procedures and modern business procedures

and techniques specifically relating to office procedures and practices?
 Yes     No

 
* 5. Do you have the ability to prepare complex budget and cost account reports?

 Yes     No
 
* 6. Do you have the ability to perform duties with minimum supervision and exercise good

judgment?
 Yes     No

 
* 7. Do you possess a valid Florida Driver's License in good standing?

 Yes
 No

* Required Question











HERNANDO COUNTY BOARD OF COUNTY COMMISSIONERS 
JOB DESCRIPTION 

Job Title  Asset Information Specialist Pay Grade 212 Class Code A607 

Department Fleet Management Salary Range $15.63 - $25.32 Hourly 

Reports to Fleet Manager FLSA Non - Exempt 

Bargaining Unit Teamsters Local 79 Revision March 2021 

GENERAL DESCRIPTION: 

This position is within Fleet Operations and is responsible for a broad range of operational 
duties and tasks including those related to Fleet Management, Central Fueling and Vehicle 
Replacement/Surplus. Duties would include assisting in Fleet Database projects, maintaining 
department vehicle files in compliance with regulatory requirements. Assisting with running and 
compiling reports for financial analysis. Maintaining fuel site records for regulatory compliance, 
assisting with fuel transaction administration and provide support for reliable fuel disbursement 
for all Hernando County Departments. Assisting with the work involving the scheduling and 
coordination of vehicles between user departments and Fleet for maintenance and repairs. 
Communicate with customers, employees and other individuals to answer questions. 

ESSENTIAL JOB FUNCTIONS: 

• Track and request warranties
• Trouble shoot issues with Fuel Focus software.
• Maintains vehicle/equipment files for regulatory compliance requirements.

 Maintains fuel site compliance with regulatory agencies.
 Assists in the maintenance of software systems, software system upgrades, testing 

database environments, system reporting applications and ensures data 
integration.

 Provides support for reliable fuel disbursement for Hernando County Departments.
 Performs data entry tasks for Central Fuel, Vehicle maintenance and Vehicle 

Replacement.
 Effectively communicates with customers and vendors by phone, email or in 

person.
 Review’s work completed and close work orders.
 Provide as back up to the Fleet Service Writer.
 Assists in day-to-day Fleet Operations when required to ensure the needs of our 

customers are met.
 Annual, Quarterly, monthly, and bi-weekly Inventory 

JOB STANDARDS: 

Education 

Experience 

High School Diploma or equivalent. 

Must have one (1) year of fleet experience. Two (2) to five (5) years of
experience with spreadsheets, work order processing, and fleet management 
software as well as effectively solving customer and vendor complaints.



Skills Ability to type 55 words per minute, computer skills, database skills, basic filing 
knowledge and the ability to work independently and with others. 

Licenses, 
Certifications or 
Registrations 

Must be able to obtain a valid Class B Florida CDL Driver's License with Air Brake 
endorsement, and Passenger endorsement within one (1) year of employment or 
promotion, and be insurable by the current insurance carrier. ASE C-1 certification 
(Automotive Service Consultant) within one (1) year of employment or promotion. 
This position is subject to the Hepatitis B Vaccine when necessary.  This position is 
subject to random drug and/or alcohol testing.Must possess or be able to obtain 
within 90 days of employment, certification in NIMS/Incident Command Courses 
IS100PWb, IS200, and IS700. 

EQUIPMENT USED 

Mechanics tools and equipment, welding equipment, diagnostic equipment, and computer based 
diagnostic software, laptop or desktop computers. 

CRITICAL EXPERTISE TO PERFORM ESSENTIAL FUNCTIONS 

 Knowledge of business, English, spelling, and punctuation to prepare documents and compose
letters, etc.

 Knowledge of office practices and procedures.

 Knowledge of general mathematics.

 Knowledge of the department’s policies, procedures and practices.

 Ability to establish and maintain effective working relationships with employees and the public.

 Ability to access, input and retrieve information from a computer.

 Ability to communicate using speaking, hearing and visual skills.

 Skill in the operation of computers and emails.

 Knowledge of automotive repair industry practices and procedures.

ESSENTIAL PHYSICAL SKILLS 

Constant: Acceptable eyesight (with or without correction), acceptable hearing (with or without hearing 
aid). 
Frequent: Type at rate of 55 words per minute, ability to access, input and retrieve information from a 
computer, ability to access file cabinets for filing and retrieval of data, ability to sit at a desk and view a 
display screen for extended periods of time, ability to communicate both orally and in writing. 

ENVIRONMENTAL CONDITIONS 

Constant; Office and shop environment.  Works closely with others. 

MARGINAL / SECONDARY JOB FUNCTIONS 

 Performs other reasonable related duties as assigned by immediate supervisor and other
management personnel.

 In case of an emergency or crisis (hurricane, flood, etc.), position is required to perform
reasonable duties as assigned by immediate supervisor.

Reasonable accommodations will be made for otherwise qualified individuals with a disability. 



 

 

EMPLOYEE SIGNATURE DATE 

  
 





Exhibit C: PM Checklist Forms 





Exhibit D: Delivery and Post Delivery 
Vehicle Checklist  





Exhibit E: Annual Vehicle Safety 
Inspection Forms 









Exhibit F: Daily Value Inspection Form 
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LIMITED SHARING 

Exhibit G: Operator Repair Request Form 





Exhibit H: Emergency & Road Call Form 





Exhibit I: Operator Event Report Form 









Exhibit J: Procedure for Warranty Repairs 







Exhibit K: Bus Stop & Shelter Inventory 













Exhibit L: Equipment Inventory 
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LIMITED SHARING 

Exhibit O: Emergency Generator Checklist 
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