
















































































agreements, DOP rules, and WAC 357-31-135. Unscheduled use of sick leave
must be reported each day before the beginning of the work shift to your
supervisor in accordance with the Reporting Unplanned Absences Procedure or
with any special conditions as instructed by your supervisor. During an absence
or upon returning to work, an employee may be required to submit a healthcare
provider’'s statement to the Human Resources Administration. Sick leave for
scheduled medical or dental care must be approved in advance. Sick leave may
not be used in advance of its accrual, i.e., hours accrued in a given month may
not be used until the following month. Whenever possible, in order to maintain
the most effective operations, it is preferable if employees schedule medical and
dental appointments outside of their working hours. Employees are encouraged
to accumulate sick leave so it will be available for unexpected illness or injury.

Vacation Leave
The following Vacation Request Policy is in effect for all Transportation Services
staff in the CSA Bargaining Unit unless otherwise specified.

Supervision shall post the vacation schedule by May 1 and November 1, which
shall remain in effect for each succeeding six (6) months; that is June 1 through
November 30, and December 1 through May 31, respectively.

Vacation leave may be used in any amount up to the total of the employee's
earned leave credit. Vacation leave may not be used in advance of its accrual,
i.e., hours accrued in a given month may not be used until the following month.
The Report of Leave Taken form must be submitted to the supervisor prior to
departure for leave.

¢ Temporary Closure Due To Inclement Weather

During working hours normal operations will continue unless the division designee in
charge of the response provides contrary notification.

After working hours the Transportation Office employees may be needed, depending
on the circumstances of the emergency. The Assistant Director will decide based on
the emergency whether staff needs to report to work. Employees should have back-
up travel plans that will insure arrival at work despite adverse conditions. Questions
about these circumstances should be discussed with your supervisor.

If the University is declared officially closed or under suspended operations due to
weather conditions the Transportation Office staff will not need to come into work.
Staff should familiarize themselves with the Inclement Weather Policy, which
outlines in more detail employee requirements under these conditions. For more
information check the Emergency Preparedness and Response Plan or visit these
websites:

¢ Inclement Weather Policy
www.washington.edu/admin/hr/pol.proc/susp.ops/inclement.weather.html
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e University of Washington Suspended Operations Policy
www.washington.edu/admin/hr/pol.proc/susp.ops/suspend.operations.html

e Transportation Services - Transportation Office’s Emergency Response
Management Plan on the Transportation Services website
www.washington.edu/admin/facserv/transportation/index.htm

For up to the minute information regarding operations during emergencies or severe
weather conditions, call 206- UWS-INFO (206-897-4636) or toll free at a-866-897-
4636. If the University Emergency Operations Center is activated, Property and
Transport Services will act in support of the instructions received from the division
designee in charge of the response.

¢ Training

Training opportunities are provided to University employees in order to improve
productivity and performance, prepare for changing responsibilities and new
technologies, and support personal growth and job satisfaction.

The University offers a range of staff training and development programs to assist
employees in learning new job skills, improving job performance, and increasing
promotional opportunities. Staff training and development classes are available to
every permanent employee.

Applications for training classes must be reviewed and signed by the employee’s
supervisor to indicate that release time has been approved. In reviewing employee-
training requests, supervisors and managers will consider factors including
employee development, interests, and needs, as well as unit staffing requirements.
In the event staffing needs require denial of an employee's request to attend classes
or unanticipated departmental staffing needs preclude employees from attending
classes as previously approved, every consideration will be given to permit the
employee to attend the class the next quarter it is offered.

Training requests will be considered on a case-by-case basis. Release time or work
schedule modification approval is based on departmental need as well as perceived
benefit to the division and consistency of opportunities within the department.

¢ Workday and Payday

Work Schedule
Work schedules generally consist of an eight-hour workday divided by a 30-
minute meal period. Each half of the workday contains a 15-minute rest period.
Rest periods and/or meal periods cannot be used to shorten the work shift. Any
alternative schedule must be approved in advance by your supervisor.

From time to time, it may be necessary to change work hours to accommodate
work needs. This will be done in accordance with University personnel rules and
regulations, union contract and/or collective bargaining agreements. If you have
guestions about your work schedule, talk to your supervisor.
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Meal and Rest Period Policy
Two paid 15-minute breaks, one during each 4 hours worked, are
incorporated into an 8-hour work schedule. Paid breaks cannot be used to
shorten the day’s work schedule and cannot be saved for use as time off at a
later date. One unpaid break of at least 30 minutes must be taken during any
shift exceeding 5 hours.

When an assignment takes the employee(s) away from the University
campus for periods of four hours or longer, e.g., extensive off-campus
deliveries, it is acceptable for the employee(s) to take a rest or lunch period,
with the prior approval of the supervisor, in one of the following ways:

1. Inthe assigned vehicle;

2. In alunch area or cafeteria open to the public at the pickup or
delivery point;

3. The employee(s) may stop on the assigned route at an off-campus
eating establishment.

In any of these cases, the length of the rest or lunch period may not be
extended. In cases where the employee's assignment will return the
employee(s) to campus within an hour of the employee(s) regularly assigned
rest or lunch period, the rest or lunch period will be adjusted so that it may be
taken on campus.

However, keep in mind that it is expected that rest periods and lunch breaks
will be taken at a University facility unless prior supervisory approval is
obtained. Supervisors who assign employee(s) off campus work for extended
periods should make it clear to the employee(s) how the rest period or lunch
break will be taken.

Overtime Assignment and Higher Level Duties
Employees may be given the opportunity to work overtime in response to
staffing shortages, workload peaks, or special events. Overtime work
requirements will be distributed as equitably as possible among qualified
employees. Overtime eligible positions are entitled to receive financial
compensation at a rate of 1-1/2 times the regular rate of pay for all time in
excess of 40-hours in a Monday through Sunday week.

In accordance with WAC 251-09-030 and collective bargaining agreements,
eligible employees shall be paid at the rate of one and one-half times their
regular rate of pay for overtime worked. Employees may request
compensatory time off at one and one-half times the overtime hours worked
in lieu of payment. Compensatory time accrual requires the supervisor's
approval. Compensatory time must be used each year by June 30.
(Professional staff must use compensatory time each year by December 31.)
Use of accrued compensatory time is granted at a time mutually acceptable to
the supervisor and the employee, and is subject to policies governing
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requested time off. If compensatory time is not taken by June 30 (or
December 31) each year, compensation is paid at the regular rate earned by
the employee at the time the employee receives such payment. (See
collective Bargaining Agreement Section 8.6; WAC 251-09-030.) (See related
Vacation Leave Policy.)

Higher Level Duties
Employees may be given the opportunity to assume higher-level duties in
response to staffing shortages, workload peaks, or special events.
Supervisors and managers maintain a record of temporary higher-level
duty assignments to ensure equitable distribution to all personnel, and
assignments are rotated among qualified eligible employees. The criteria
considered for higher-level duty assignments include seniority, punctuality,
work performance, and ability to perform the work assignment. An
employee temporarily assigned to perform higher-level duties will be
compensated in accordance with applicable personnel rules and collective
bargaining agreements. This will be a two-step increase beyond the
employee's current salary, but the higher-level salary cannot exceed the
maximum of the range for the higher classification.

Pay Periods and Payday
The University strongly encourages the use of direct deposit. A copy of your
advice of deposit can be obtained from your unit’s payroll coordinator. Earnings
information can also be accessed on MyUW under the Employee Self-Services
section.

There are two paydays each month: the 10th and the 25th. If a payday falls on a
Saturday, you will be paid on Friday. If payday falls on a Sunday, you will be paid
the following Monday (unless Monday is a holiday, then you will be paid on the
previous Friday). The payday on the 10™ covers the period from the 16™ of the
previous month to the end of that month. The payday on the 25" covers the
period from the first of the current month to the 15" of that month.

Student and Retiree Employees
The following information is applicable only to student employees and retirees.
All temporary assignments must comply with applicable collective bargaining
agreements.

Student Employees
Student employees are limited to 19-1/2 hours per week except during
guarter breaks, a quarter off between two quarters in which the student is
regularly enrolled, or the first quarter after graduation when hours of
employment may be increased. Student employees are not paid for University
holidays. A student employee working on a holiday will be paid at the regular
pay rate. Work in excess of 40 hours in a Monday through Sunday week will
be paid at the overtime rate. Student employees are responsible for their own
timekeeping on a time sheet provided by their supervisor. Time sheets must
be completed accurately, signed by the employee, approved by the
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supervisor, and submitted to Accounting in a timely manner in order for the
employee to receive payment according to schedule. Any student employee
working for more than one department at the University is required to report
the number of hours worked in each department.

UW and Other State of Washington Retirees
Retirees of the UW Retirement Plan (UWRP) cannot work greater than 40%
of full time at the UW after retirement. Retirees of PERS, TRS and LEOFF or
any other plan administered by the Department of Retirement Systems should
check the post-retirement employment limitations defined by the plan from
which they retired.
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Emergency Preparedness and Response
Plan

Transportation Services plays a unique support role in responding to
emergencies. Staff are required to read the Emergency Response and
Preparedness Plan and become familiar with their responsibilities in an
emergency. For more information please see the Facilities Services Emergency
Preparedness and Response Plan notebook located at your department’s
reference station or on the Transportation Services website. From time to time,
drills may be conducted in order to practice emergency response methods.

During Working Hours
Transportation Office staff should remain where they are. If away from
their regular work area, staff should attempt to return to their assigned
work area. If unable to return to their regular work area, staff should
attempt to call their supervisor.

After Working Hours
During a Level Il or 1ll emergency or when the University has closed and
phone lines are disrupted, all managers and supervisory personnel are
expected to report to their assigned work areas and contact the Director of
Transportation Services or designee upon arrival. Transportation Office
staff are not essential staff and are not expected to report to work when
the University is declared officially closed.

Employees and Their Families
In order to respond to personal needs of the staff, each unit has
designated an individual or individuals to assist in addressing the needs of
the employee's family, be a liaison between the family and the employee,
and keep the family and the employee informed of each other's status and
condition.

The person attending to the needs for their unit is expected to:

1. Contact the individual staff member's home or, as appropriate, their
emergency contact person, provide status reports and condition of
the employee to their family/emergency contact. Obtain status
reports of the condition of their home and family/emergency contact
and report to the staff member.

2. Assist the family or, as appropriate, emergency contact person in
responding to emergencies.

For the Transportation Office, the manager will be the contact person.
After normal working hours the Director of Transportation Services will
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notify one of the members of the Transportation Office staff in the
following order:

e Manager
e Public Information Specialist

e Program Coordinator
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