
 

 
  

October 18th, 2023 
Regular Meeting of the Board of Directors  

of the Hood River County Transportation District 
 

224 Wasco Loop, Board Conference Room 
Hood River, OR  97031 

4:00pm – 5:30pm 
 

Agenda 

The Hood River County Transportation District Board of Director’s Meeting can be attended live 
through Zoom conferencing technology. Members of the public can attend by calling (253)215-
8782, Meeting ID: 810 8452 3816, Password: 409367 or by using the below link: 
https://us02web.zoom.us/j/81084523816?pwd=L3I4eUttZWU5OXZEYkJjUmZlQ2I0QT09 
 

1) Call Meeting to Order – 4:00pm 

2) Roll Call:  Greg Pack - Chair, Megan Ramey – Vice Chair, Darrell Roberts – 
Secretary/Treasurer, Meghan Larivee, Gisela Ayala-Echeverria, Eleazar Reyes, Tamra 
Taylor  

3) Approval of September 20, 2023, Meeting Minutes – Greg Pack 4:05 pm 

4) Public Comment  
Public Comment Note: This part of the agenda is reserved for members of the public to address the Board 
on any issue.  Please note the following instructions:  

a. To indicate that you would like to provide testimony, please use the raise your hand button.  

b. For those attending via phone only, press *9 on your phone to raise your hand.  
c. When it is your time to speak, your name will be called. 

i.  For those attending via phone only, the last four (4) digits of your phone number will be 
called.  

d. Please state your name, city of residence, and whom you are representing for the audio 
recording.    

i.  Once you have provided testimony, your hand will be lowered. Please do not raise your 
hand     again. Only one opportunity to speak is provided. 

e. For those unable or not wanting to speak publicly, testimony may be provided via e-mail at  
Amy.schlappi@catransit.org  

f .  Three (3) minutes per community member.  

5) Financial Report – Tiah Mayhew 4:10pm 

6) Resolutions & Action Items – 4:25pm 

a. Approval of Employee Handbook 

b. Review of Board Member Candidates 

c. Approval to Work with Executive Committee for Potential Land Acquisition 
Opportunities 

https://us02web.zoom.us/j/81084523816?pwd=L3I4eUttZWU5OXZEYkJjUmZlQ2I0QT09
mailto:Amy.schlappi@catransit.org


 

 
7) Operations Manager Report – Jeff Acciaioli – 4:50pm 

a. Employee of the Month  

b. Performance Report 

c. Ridership 

d. Dispatch Technology Update 

e. Winter Update 

f. Bus Stop Update 

8) Executive Director’s Report – Amy Schlappi – 5:05pm 

a. Compliance Review 

b. Recently Awarded Grants Update 

c. Travel Trainer Videos 

d. Website Update 

e. Upcoming Presentations 

9) Discussion Items – 5:20pm 

10) Upcoming Events 

11) Adjournment – 5:30pm 
To request a reasonable accommodation or language interpreter, including alternative formats and translation of 
printed materials, please contact CAT’s Administration Office no later than 48 hours prior to the meeting at 541-
386-4202 (voice) or 7-1-1 (TTY through Oregon Relay Service).  
 
Take CAT to the Meeting!  Call (541) 386-4202 for more information on routes and services that come to the CAT 
Administrative Offices.  Masks are required to be worn while on CAT buses and at CAT offices. 
 
Se Habla Español. 
 



 

 
 

Wednesday, September 20th, 2023 
1- Day Pass Fare Removal – 2nd Public Hearing  

 
224 Wasco Loop, Board Conference Room 

Hood River, OR  97031 
4:00 p.m. – 4:15 p.m.  

 
Meeting Minutes 

1. Call Meeting to Order  
Greg called the Board of Director’s Public Hearing to order at 4:00 PM. 

 
2. Roll Call 

Tiah took roll call: Greg Pack – Board Chair, Darrell Roberts – Secretary/Treasurer, Gisela 
Ayala-Echeverria, Tamra Taylor 
Absent: Meghan Larivee, Eleazar Reyes, Megan Ramey – Vice Chair 
Staff: Amy Schlappi, Tiah Mayhew, Jeff Acciaioli 
Public: Emily Becktold (Merina & Co) 
 

3. Public Comment 

No public comment was made. 
 

4. Removal of the 1 Day Pass Fare Removal Discussion 

There was no additional discussion by board members regarding the removal of the $15 
1-Day Pass as an eligible fare. 

5. Adjournment 
Motion: Tamra made a motion to adjourn the public hearing at 4:02 PM. The motion 
was seconded by Gisela. 
Approved by: Gisela, Tamra, Darrell, Greg 
Opposed by: None 

 
 
 
 
 
 
 
 
 
 



 

 
Wednesday, September 20th, 2023 

Regular Meeting of the Board of Directors  
of the Hood River County Transportation District 

 
224 Wasco Loop, Board Conference Room 

Hood River, OR  97031 
4:15 p.m. – 5:30 p.m.  

 
Meeting Minutes 

 
1. Call Meeting to Order  

Greg called the Board of Directors Meeting to order at 4:02 PM. 
 

2. Roll Call 
Tiah took roll call: Greg Pack – Board Chair, Megan Ramey – Vice Chair, Darrell Roberts – 
Secretary/Treasurer, Gisela Ayala-Echeverria, Tamra Taylor 
Absent: Meghan Larivee, Eleazar Reyes, 
Staff: Amy Schlappi, Tiah Mayhew, Jeff Acciaioli 
Public:  Emily Becktold (Merina & Co) 

  
Amy suggested that the board move agenda item 5- Financial Report to agenda item 3 
so that any member of the public who would like to discuss the removal of the day pass 
may since the public hearing was finished earlier than expected. 

Motion: Megan R made a motion to approve moving agenda item 5 to 3. The motion 
was seconded by Tamra.  

Approved by: Gisela, Tamra, Megan R, Darrell, Greg 
Opposed by: None 

 
3. Financial Report 

a. Quarterly Financial Report 
 Amy introduced Emily Becktold from Merina & Co and serves as the board outside 
accountant.  

 
Emily highlighted items detailed in the financial report that was provided to the 
board in the board materials: 

• Total available cash at the end of August was just over $1million. 
• Trending on budget for fuel even with recent fuel increase. 
• Operation Expenses were less than budgeted as staff expected higher 

expenses than in previous years due to repairs of older vehicles. 
• Grant reimbursements for Dog Mountain Shuttle and the Multnomah Falls 

Transportation Ambassadors program will be submitted in early October and 
expected to be paid by the end of the year. 



 

 
There was discussion on when the district would receive grant reimbursements that 
were recently submitted and the delay behind the reconciliation of the Key Bank 
Credit Card. 

 
b. Audit Planning 
Tiah updated the board that the audit process for FY23 has started. The statement 
of activity and budget v. actuals for FY23 was included in the board meeting packet 
and should be the finalized version pending auditor entries.  

   
There was a brief discussion regarding the direct service wages and taxes and why 
they were different than the previous fiscal year. 
 

4. Approval of August 16th, 2023, Board of Director Meeting Minutes 

Greg asked if there were any changes that the board would like to make to the August 
16th meeting minutes. The meeting minutes were included in the board meeting 
materials. Megan R pointed out that her and Meghan L’s names were spelled incorrectly 
a couple of times. 

Motion: Megan R made a motion to approve the August 16th Meeting Minutes with 
name corrections. The motion was seconded by Tamra.  

Approved by: Gisela, Tamra, Megan R, Darrell, Greg 
Opposed by: None 
     

5. Public Comment 
 No public comments were made.                   

 
6. Resolution & Action Items 

a. Removal of the 1-Day Pass as an Eligible Fare 
Amy reviewed the updated Removal of the $15 1-Day Pass as an Eligible Fare 
Memo included in the board materials. The staff recommendation is that the $15 
1-Day Pass is removed as an eligible fare. 

Motion: Tamra made a motion to remove the $15 1-Day Pass effective 
September 21st. The motion was seconded by Megan R. 

Approved by: Gisela, Tamra, Megan R, Darrell, Greg 
Opposed by: None 

 
Note: Even though the removal of the pass was effective September 21st staff 
implemented the change on October 9th to ensure the public had enough notice 
of the approved change. 
 

b. Approval of New Account for Contingency/Reserve Funds 

Amy reviewed the New Account for Reserve/Contingency Funds Memo that was 
included in the board materials.  The outside accountant, Emily Becktold, 



 

 
recommends that the Contingency/Reserve funds are kept in a district controlled 
LGIP account.  

Emily discussed the Local Government Investment Pool (LGIP) and why her 
accounting firm recommends it to eligible clients. She discussed why it is 
considered secure due to state stipulations as there are very specific rules on 
what is or is not allowed to be invested. The district is the only government 
client, to her knowledge, that Merina & Co has that does not already have their 
own LGIP account. 

  There was general discussion of other entities who have LGIP accounts. 

Motion: Megan R made a motion to approve staff to open a district controlled 
LGIP account for Contingency/Reserve funds.  The motion was seconded by 
Darrell. 

Approved by: Gisela, Tamra, Megan R, Darrell, Greg 

Opposed by: None 
 

 
7. Operations Manager Report 

a. Employee of the Month 
Jeff explained that Michael Kirby, Field Supervisor, was chosen for the employee 
of the month. Michael has grown tremendously since he began at the 
organization and in the last 6 months or so has gained confidence and found his 
place within the organization.  
 

b. Performance Report 
Jeff reviewed the Safety Scores, Operations Data, and Reported Data which were 
included in the meeting materials. The Safety Score had a slight dip due to an 
increase in speeding. On Time Performance is supposed to be added in October 
but will likely be delayed due to dispatch software issues.  There was discussion 
regarding 2 minor vehicle incidents. 
 

c. Ridership 
Overall ridership and service hours increased. There was an increase in the 
White Salmon Service. Ridership at Viento for the ODOT event was 6 people. 
There were 83 riders on the Columbia Gorge Express that day which was an 
average summer day. 

 
Amy shared that staff is exploring options to serve Viento and Mitchell with 
ODOT. There was discussion regarding providing transit service to these 
locations. 
 

d. Dispatch Technology Update 
Staff have realized after implementing the new dispatch technology that it does 
not work as well as the old cheaper dispatch technology and the benefits of the 



 

 
new technology does not outweigh the costs. Staff will continue with the old 
dispatch technology for most routes until a new option is identified. 

 
8. Executive Director Report 

a. Multnomah Falls Exit 31 Timed Use Permit 

Amy shared that the Summer 2023 Multnomah Falls Exit 31 Timed Use Permit 
program has concluded and was seen as a success. Columbia Gorge Express 
ridership increased when compared with the previous year. Ridership for July 
2023 was significantly different than in July 2022. Ridership in 2023 was a slight 
increase over August 2022. 

b. Upcoming Compliance Audit 

On September 25th and 26th ODOT and Consultant RLS will be performing a 
compliance review of district operations. Staff have submitted all required 
documents. 

c. Board Member Update 

Darrell has informed staff that he will be moving and no longer able to serve on 
the board. The October board meeting is expected to be his last meeting. Amy 
asked board members to encourage people in your network or people you think 
would be an asset to the district to apply. The goal is to have interim board 
member candidates for review at the October or November Meeting. The 
opening will be advertising via public notice, social media, newsletter and on the 
CAT website. 
 
There was discussion about filling the Secretary/Treasurer role and requirements 
to be eligible to be a board member. 
 

d. Gorge Pass Update 
Staff have worked with the Skamania County, The Link, and MATS to adjust the 
dates of the Gorge Pass. Instead of the pass being good for a calendar year any 
new passes purchased will be good for a full year from date of purchase.  
 
There was discussion regarding the student fare pass distribution for the current 
school year.  
 
Additionally, staff are working with the Gorge Pass marketing consultant and 
Kathy Fitzpatrick, MCEDD, to figure out ways that CAT staff may be able to 
outsource some marketing responsibilities as appropriate. Many of the 
marketing tasks can be done under the current grant. If CAT wishes for more CAT 
specific content, then additional fees may be required, but was included in the 
budget. This will allow CAT staff to focus on other responsibilities. 
 

e. Organizational Update 



 

 
The operations assistant, which was a pilot program role, recently left the 
organization. After consideration staff felt that it was more important to have a 
dedicated Administrative Assistant rather than an Operations Assistant. Staff 
have decided to split up the current Administrative Assistant/ Dispatcher 
position into two positions. An organizational chart to describe the change was 
included in the board materials. The district will remain with the same number of 
employees and within the current budget. The job posting for the Administrative 
Assistant will be posted in mid-October at the latest. 
 

9. Discussion Items 
Megan R asked about the policy for paying for marketing. Amy will explained that the 
Gorge Pass has more flexibility. 
 

10. Upcoming Events 
a. School Open Houses 
b. Fiesta Culturale at One Community Health 

 
11. Adjournment – 4:53 PM   
Motion: Megan R made a motion to adjourn the meeting at 4:53 PM. The motion was 
seconded by Tamra. 
Approved by: Gisela, Tamra, Megan R, Darrell, Greg 
Opposed By: None 

 



Columbia Area Transit
Budget vs. Actuals: FY24 Adopted Budget - FY24 P&L

September 2023

Cash Basis  Tuesday, October 10, 2023 10:15 AM GMT-07:00   1/1

SEP 2023 TOTAL

ACTUAL BUDGET OVER 
BUDGET

% OF 
BUDGET

ACTUAL BUDGET OVER 
BUDGET

% OF 
BUDGET

Revenue

4001 Fare Revenue 19,396.10 19,000.00 396.10 102.08 % $19,396.10 $19,000.00 $396.10 102.08 %

4100 Contract Revenue 8,685.33 -8,685.33 $0.00 $8,685.33 $ -8,685.33 0.00%

4200 Federal Funds 254,150.00 125,000.00 129,150.00 203.32 % $254,150.00 $125,000.00 $129,150.00 203.32 %

4700 State Funds 443,134.25 -443,134.25 $0.00 $443,134.25 $ -
443,134.25

0.00%

4870 Property Taxes 277.43 200.00 77.43 138.72 % $277.43 $200.00 $77.43 138.72 %

4900 Other Revenue 6,978.65 6,500.00 478.65 107.36 % $6,978.65 $6,500.00 $478.65 107.36 %

Total Revenue $280,802.18 $602,519.58 $ -321,717.40 46.60 % $280,802.18 $602,519.58 $ -
321,717.40

46.60 %

Cost of Goods Sold

5005 Vehicle Expense 600.00 -600.00 $0.00 $600.00 $ -600.00 0.00%

5019 Fuel 24,872.71 26,000.00 -1,127.29 95.66 % $24,872.71 $26,000.00 $ -1,127.29 95.66 %

5020 Operation Expenses 5,869.25 14,083.33 -8,214.08 41.68 % $5,869.25 $14,083.33 $ -8,214.08 41.68 %

5100 Communication Expense 5,238.00 5,720.00 -482.00 91.57 % $5,238.00 $5,720.00 $ -482.00 91.57 %

5200 Vehicle Insurance 0.00 0.00 $0.00 $0.00 $0.00 0.00%

5500 Driver Expenses 285.00 1,175.00 -890.00 24.26 % $285.00 $1,175.00 $ -890.00 24.26 %

5600 Advertising & Marketing 1,204.58 3,000.00 -1,795.42 40.15 % $1,204.58 $3,000.00 $ -1,795.42 40.15 %

5700 Grant/Contract Match Funds 25,397.50 24,000.00 1,397.50 105.82 % $25,397.50 $24,000.00 $1,397.50 105.82 %

Total Cost of Goods Sold $62,867.04 $74,578.33 $ -11,711.29 84.30 % $62,867.04 $74,578.33 $ -11,711.29 84.30 %

GROSS PROFIT $217,935.14 $527,941.25 $ -310,006.11 41.28 % $217,935.14 $527,941.25 $ -
310,006.11

41.28 %

Expenditures

7000 Administrative Expenses 5,348.29 15,006.67 -9,658.38 35.64 % $5,348.29 $15,006.67 $ -9,658.38 35.64 %

8000 Personnel Expense $0.00 $0.00 $0.00 0.00%

8003 Administrative Personnel 
Expense

16,268.19 24,969.68 -8,701.49 65.15 % $16,268.19 $24,969.68 $ -8,701.49 65.15 %

8103 Direct Service Personnel 
Expense

101,864.83 121,095.33 -19,230.50 84.12 % $101,864.83 $121,095.33 $ -19,230.50 84.12 %

Total 8000 Personnel Expense 118,133.02 146,065.01 -27,931.99 80.88 % $118,133.02 $146,065.01 $ -27,931.99 80.88 %

9000 Capital Outlay 0.00 0.00 $0.00 $0.00 $0.00 0.00%

Unapplied Cash Bill Payment Expense 0.00 0.00 $0.00 $0.00 $0.00 0.00%

Total Expenditures $123,481.31 $161,071.68 $ -37,590.37 76.66 % $123,481.31 $161,071.68 $ -37,590.37 76.66 %

NET OPERATING REVENUE $94,453.83 $366,869.57 $ -272,415.74 25.75 % $94,453.83 $366,869.57 $ -
272,415.74

25.75 %

Other Revenue $0.00 $0.00 $0.00 0.00% $0.00 $0.00 $0.00 0.00%

Other Expenditures $0.00 $0.00 $0.00 0.00% $0.00 $0.00 $0.00 0.00%

NET OTHER REVENUE $0.00 $0.00 $0.00 0.00% $0.00 $0.00 $0.00 0.00%

NET REVENUE $94,453.83 $366,869.57 $ -272,415.74 25.75 % $94,453.83 $366,869.57 $ -
272,415.74

25.75 %



Columbia Area Transit
Statement of Activity

September 2023

Cash Basis  Tuesday, October 10, 2023 10:10 AM GMT-07:00   1/1

TOTAL

Revenue

4001 Fare Revenue 19,396.10

4200 Federal Funds

4507 Falls to Locks - 34976 17,314.00

4598 CARES Act 5311 - 34976 236,836.00

Total 4200 Federal Funds 254,150.00

4870 Property Taxes 277.43

4900 Other Revenue 6,978.65

Total Revenue $280,802.18

Cost of Goods Sold

5019 Fuel 24,872.71

5020 Operation Expenses

5021 Preventative Maint & Vehicle Repair

5022 Preventative Maintenance 1,036.08

5023 Vehicle Repair 3,640.49

Total 5021 Preventative Maint & Vehicle Repair 4,676.57

5024 Tires 266.83

5025 Shop Supplies & Tools 925.85

Total 5020 Operation Expenses 5,869.25

5100 Communication Expense 5,238.00

5500 Driver Expenses 285.00

5600 Advertising & Marketing 1,204.58

5700 Grant/Contract Match Funds 25,397.50

Total Cost of Goods Sold $62,867.04

GROSS PROFIT $217,935.14

Expenditures

7000 Administrative Expenses

7003 Building Expenses 2,454.83

7100 Office Supplies & Expenses 469.75

7300 Professional Fees 444.60

7400 Other Administrative Expense 1,979.11

Total 7000 Administrative Expenses 5,348.29

8000 Personnel Expense

8003 Administrative Personnel Expense 16,268.19

8103 Direct Service Personnel Expense 101,864.83

Total 8000 Personnel Expense 118,133.02

Unapplied Cash Bill Payment Expense 0.00

Total Expenditures $123,481.31

NET OPERATING REVENUE $94,453.83

NET REVENUE $94,453.83



Memo 
To: HRCTD - BOARD Of DIRECTORS 

From: Amy Schlappi 

Date: 10/18/2023 

Re: Employee Handbook Update 

Background 

Over the past year, there have been several instances where the board has approved section updates or 
staff has realized that some clarification is needed. Attached is the updated handbook with changes 
tracked or highlighted. 

Action Required 

Board needs to vote to approve the updated Employee Handbook or recommend changes. 

Recommendation 

CAT staff recommends that the board approves the updated Employee Handbook. 



 

 
Hood River County 

Transportation District 
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WELCOME TO HOOD RIVER COUNTY TRANSPORTATION DISTRICT! 

Here at Hood River County Transportation District (HRCTD), we hope you will be able to pursue 
a meaningful career in public transit.  A small rural system with a big vision - HRCTD strives to 
meet the mobility, access, and environmental goals of one of the most beautiful Oregon places: 
The Columbia River Gorge.  
 
At HRCTD, we try not to see ourselves as just a workplace but as part of the broader Gorge 
community. We provide vital services that connect and bind those who live, work, and visit 
Hood River County and its neighbors. 
 
As the newest member of our team, we want you to know that you will play a vital role in 
enabling public transit to fulfill its mission and promise in the Gorge. Our goal is to facilitate a 
team approach that makes those who work for us and those who ride with us feel welcome, 
safe, and supported. 
 
This handbook is designed to provide you the information you need to be successful as you start 
your career with HRCTD. It has been prepared as a guide to give you a better understanding of our 
policies, procedures, and practices.  Please familiarize yourself with its contents and keep it handy 
for reference. 
 
The team at HRCTD values two-way communication, and our “open door” policy encourages you 
to ask questions if there are policies or procedures you don't understand.  We welcome your ideas 
and suggestions for ways to improve our operations and services. 
 
We are excited you’re here! 
 
 
 
Amy Schlappi 
Executive Director 
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HISTORY OF HOOD RIVER COUNTY TRANSPORTATION DISTRICT  

HRCTD, who does business as Columbia Area Transit (CAT), has been operating as the primary 
transit provider in Hood River County area since 1992. Originally a door-to-door service 
designed to meet the growing mobility needs of seniors and persons with disabilities, HRCTD 
has grown over the years – to become one of the larger providers in the Gorge. Currently 
HRCTD provides general public demand-response (Dial-A-Ride) service to Hood River County 
and fixed-route service within Hood River County and to The Dalles and Portland. Transfer 
points exist in Hood River, The Dalles, and Portland to provide rider connections to other 
transit providers.  
 
In large part this growth has occurred since 2017 with future focused Board of Directors and 
the guidance of a community driven Transit Master Plan. With new revenues and a new 
direction HRCTD is expanding the HRCTD’s reach and services to address the mobility needs of 
the growing Gorge communities. 
 
The HRCTD’s vision, mission, and values are: 
 
Vision: To connect the people and communities of Hood River County with an accessible and 
more sustainable future. 
 
Mission: We provide safe, reliable, accessible public transportation services in Hood River County 
and between Gorge communities. 
 
Values: 
• Safety – We will ensure the safety of our employees, customers, and transit systems. 

• Customer Service – We will work with our customers to meet their needs and exceed their 
expectations.  

• Sustainability – We will continuously improve and be accountable for our financial, 
environmental, and social outcomes. 

• Integrity – As stewards of public resources, we will use our assets prudently and conduct 
ourselves morally and ethically. 

• Community Driven – As stakeholders in Hood River County, we strive to ensure our services 
contribute to the social, cultural, and economic betterment of all residents. 

• Innovation – We will pursue opportunities to enhance value for our customers. 

• Collaboration – We will cultivate strong partnerships, community connections and links to 
other networks. 

• Teamwork – As a team, we celebrate diversity, foster effective communication; and promote 
advancement and longevity.  
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ABOUT THIS HANDBOOK 

This Employee Handbook is a guide to help you understand what is provided to our employees 
and our expectations of employees.  The Handbook applies to all of our employees.   
 
Please remember that this Handbook contains only general information and guidelines.  It is not 
intended to address all the possible applications of or exceptions to general policies and 
procedures.  Our policies are based on the belief that common sense, good judgment, and 
consideration for the rights of others are paramount to our ability to serve our riders and 
ourselves.  While we have tried to anticipate many of your questions, keep in mind that this 
document won’t provide every answer.  If you have any questions concerning eligibility for a 
particular benefit or how a policy or practice applies to you, please ask your direct supervisor. 
 
We know that employees have varied skills, goals, perceptions, and values, and that such diversity 
may create situations not fully addressed within this Handbook.  In that event, we’ll try to make 
fair and equitable decisions while making sure that the best interests of the organization are 
served. 
 
Neither this Handbook nor any other organizational document confers any express or implied 
contractual right to remain in HRCTD’s employ, nor does it guarantee any fixed terms or 
conditions of your employment.  Your employment is not for any specific period of time and 
may be terminated at will, with or without reason, and without prior notice HRCTD or you for 
any reason, at any time. 
 
The procedures, practices, policies, and benefits described here may be modified or discontinued 
from time-to-time.  We recognize our responsibility to keep employees informed of changes that 
may affect them and will provide replacement pages so you can keep your Handbook current. 
 
Some subjects described in this Handbook, such as benefit plan information, are covered in detail 
in official policy documents.  You should refer to these documents for specific information since 
this Handbook provides summaries only.  Please note that when discrepancies occur between 
benefit language in this Handbook and in the official policy documents, the terms of the written 
insurance policies are controlling.  We encourage you to use caution when making decisions with 
long-term impact based on our current benefit offerings, given that we may find it necessary to 
make changes to these programs. 
 
You are encouraged to offer suggestions for improvement to these policies, employment 
practices, or working conditions.  Please read through the Handbook carefully.  If you have 
additional questions or need further details, please talk with your supervisor, who can advise you 
or refer you to the appropriate resource.
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EMPLOYMENT POLICIES 
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EMPLOYMENT RELATIONSHIP 

You and HRCTD are engaged in an “at-will” employment relationship.  Therefore, employment at 
HRCTD is for no definite period of time and may, regardless of the time and manner of payment of 
wages and salary, be terminated at will.  This means that either you or the organization may 
terminate the employment relationship at any time, with or without reason or advance notice. 
 
No one in the organization has the authority to enter into any agreement contrary to this “at-will” 
relationship except the Executive Director.  It cannot be altered, except when in writing and 
signed by the Executive Director and you.  HRCTD will not make and will not be bound by any oral 
promises concerning the length or terms of your employment. 
 
Transit Drivers – Union 
None of our employees are required to participate in the Union or pay Union dues, but all 
employees hired as Full- or Part-Time Transit Drivers have an opportunity to join the Union. A 
variety of work elements (including wages, benefits, discipline, etc.) have been negotiated 
through the Union and are outlined in a Formal District/Union contract. For your convenience, we 
have tried to highlight those areas that are addressed by the Union Contract within this 
handbook.  
 
All transit drivers will have access to the current Union Contract upon hire and anytime the 
contract is renegotiated. New hire tTransit dDrivers will be offered an opportunity to meet with 
the Union representative for a formal orientation. 
 
Equal Employment Opportunity 
HRCTD is an equal opportunity employer and, as such, considers individuals for employment 
according to their abilities and performance.  Employment decisions are made without regard to 
race, age, religion, color, sex, national origin, physical or mental disability, marital or veteran 
status, sexual orientation, gender identity, genetic information, or any other classification 
protected by law.  All employment requirements mandated by local, state, and federal regulations 
will be observed.   
 
The organization employs affirmative personnel measures to ensure the achievement of equal 
employment opportunities in all aspects of employment and the work environment.  These 
policies of nondiscrimination will prevail throughout every aspect of the employment relationship, 
including recruitment, selection, total compensation, promotion, transfer, layoff and recall, 
termination, training, and dispute resolution. 
 
In keeping with our philosophy and applicable laws, our advertising and recruiting materials will 
contain the following statement to encourage qualified applicants to apply: “Equal Opportunity 
Employer.”  Our policy as an equal opportunity employer is to employ those legally entitled to 
work in the United States without regard to citizenship status, ethnic background, or national 
origin.  However, in conformity with the relevant immigration statutes and regulations, our policy 
is to hire only those who are eligible to work in the United States.  Verification documentation is 
required of all new hires. 
 
All employees in the organization are responsible for following and carrying out this policy 
according to the spirit and intent of our equal employment commitment.  Management provides 
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and supports a dispute resolution procedure for complaints alleging discrimination.  Employees 
are expected to bring any questions, issues, or complaints to Management’s attention.  If you 
believe you have been harassed, or if you witness or suspect any violation of this policy, you 
should report the matter immediately to your direct supervisor or the Executive Director.  We also 
encourage that you document your concerns. We will not retaliate against you for filing a 
complaint or cooperating in an investigation and we will not tolerate or permit retaliation by 
Management or co-workers. 
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AMERICANS WITH DISABILITIES ACT 

The Americans with Disabilities Act (ADA), amended by the ADA Amendments Act of 2008, is a 
comprehensive federal civil rights law that specifically protects individuals with physical and 
mental disabilities from discrimination in the workplace. 
 
Individuals are protected under the ADA if any of the following conditions exist: 
 

• They currently have a physical or mental condition that significantly restricts their ability to 
normally conduct a major life function (walking, seeing, hearing, breathing, bodily 
functions, etc.); 

 
• They have a history of such impairment; or, 
 
• They are regarded as having such impairment. 

 
The ADA also prohibits discrimination on the basis of an individual's relationship to someone 
(parent, sibling, child, spouse, friend, etc.) with a disability. 
 
HRCTD offers equal employment opportunities to qualified individuals who may have a physical or 
mental disability but are still able to perform essential job functions with reasonable 
accommodations.  Essential functions are defined as the fundamental non-marginal duties of the 
position being held or sought.  A job function is essential if the position exists for the performance 
of the function, there are only a limited number of employees available to perform it, or it is so 
highly specialized that an expert is required to perform it. 
 
Reasonable accommodations are available to employees and applicants, as long as the requested 
accommodations don't cause an undue hardship on the organization.  Individuals protected by 
the ADA/ADAAA should discuss their needs for possible accommodation with their direct 
supervisor. 
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HARASSMENT 

To build a happy and productive workplace, we need everyone to treat others with respect and 
keep our workplace safe. Each of us should do our part to prevent harassment and workplace 
violence.  
 
HRCTD has “zero-tolerance” for violence or harassment in the workplace. HRCTD will not tolerate 
conduct by any employee, elected official, board member, volunteer or intern, customer or 
member of the public that harasses, disrupts, or interferes with an employees work performance 
or which creates an intimidating, offensive, or hostile work environment.  All forms of harassment 
are prohibited.  We want to maintain a working environment free from all forms of harassment, 
whether based upon race, age, religion, color, sex, national origin, physical or mental disability, 
marital or veteran status, sexual orientation, gender identity, on-the-job injury, genetic 
information, or any other legally protected characteristic or status. Retaliation associated with a 
complaint of harassment is also prohibited.  
 
Behavior such as telling ethnic jokes; using religious slurs or offensive slang, or other derogatory 
terms regarding a person’s race, sexual orientation, age, sex, national origin, or disability; or 
mimicking one's speech, accent, or disability are examples of prohibited conduct and will not be 
tolerated.  Harassing individuals by making derogatory comments regarding protected status or 
characteristics is strictly prohibited, as well as using any other words or conduct that might create 
a hostile or offensive work environment.  
 
Sexual harassment or assault is also a form of harassment.  The following conduct is considered to 
be sexual harassment. 
 

• Submission to the conduct is in any way deemed to be a term or condition of employment; 
• Submission to or rejection of the conduct is used as a basis for employment-related 

decisions; or, 
• The conduct has the purpose or effect of unreasonably interfering with an individual's 

work performance or creating an intimidating, hostile, or offensive work environment. 
 
Sexual harassment can also consist of unwelcome sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature.  Conduct such as sexual or sexist language, 
jokes, or innuendoes; nude, profane, or obscene cartoons, drawings, or photographs; whistling; 
staring; and inappropriate touching are not tolerated at HRCTD.  Cell phone use, including text 
messages and other similar electronic communications, can also be considered harassing 
behavior.   
 
Sexual Assault is defined as unwanted conduct of a sexual nature that is inflicted upon a person or 
compelled using physical force, manipulation, threat, or intimidation.  
 
Each manager/supervisor has a responsibility to maintain a workplace free of any form of sexual 
harassment.  No person shall threaten or insinuate, either explicitly or implicitly, that an 
employee's refusal to submit to sexual advances will adversely affect the employee's 
employment, evaluation, wages, advancement, assigned duties, shifts, or any other condition of 
employment or career development.  Sexual harassment in the workplace, whether by 
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managers/supervisors, non-managerial employees, or outside individuals (vendors, customers, 
etc.) is prohibited.  
 
This policy explicitly applies to conduct in the workplace, at social functions sponsored by the 
organization, and at business functions (conventions, trade shows, etc.).  This policy applies to any 
conduct, however, as described above, which impacts the organization or work environment, 
regardless of where it occurs.  
 
Management provides and supports a dispute resolution procedure for receiving and resolving 
complaints alleging discriminatory practices in employment relations.  As an employee of HRCTD, 
you have the responsibility to immediately report any actions or words, which you find to be 
harassing.  The organization will not retaliate against you for filing a complaint or cooperating in 
an investigation and will not tolerate or permit retaliation by anyone.  

Reporting Incidents of Harassment 
If you believe that you have been harassed, have witnessed harassment, or suspect any violation 
of our harassment policy, you must immediately report the matter to your direct supervisor or the 
Executive Director.  These individuals are responsible for ensuring that all complaints are 
promptly and thoroughly investigated without prejudice or retaliation.  The investigation will be 
conducted promptly, but no specific timeframe can be guaranteed because each situation is likely 
to be different, and individuals may have varying schedules.  Every effort will be made to 
complete the investigation within two weeks.  In all cases, you will be notified of the outcome of 
the investigation.  We will also check in with you quarterly following receipt of the information to 
ensure the matter has been resolved and continues to meet the organizations standards.   
 
All complaints of harassment will be investigated promptly and impartially.  Discretion will be 
used during the investigation in order to maintain as much confidentiality as possible while 
effectively completing the investigation, however, confidentiality cannot be guaranteed.  If you 
are not satisfied with the handling of a complaint or the action taken by management, you should 
bring the complaint to the next higher level of authority.  In all cases, you will generally be advised 
of the outcome. 
 
Any employee or manager who is found, after appropriate investigation, to have engaged in 
harassment or to have retaliated against an individual for reporting harassment will be subject to 
appropriate corrective action, depending on the circumstances, up to and including termination. 
 
External Complaint Procedure 
We encourage employees to bring their concerns and complaints to the organization, and 
understand that, at times, this may not be the choice of the employee.  Below is a list of the 
external complaint options.  Please reach out to the preferred choice to determine the 
appropriate timelines for their processes. 
 
• Oregon Bureau of Labor and Industries at the following web address: 

https://www.oregon.gov/boli/CRD/Pages/C_Crcompl.aspx   
 
• Civil or Criminal Action.  In these circumstances, a Notice of Claim must be provided to us 

in accordance with ORS 30.275. 
 

https://www.oregon.gov/boli/CRD/Pages/C_Crcompl.aspx
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Employment Agreements 
No employee will be required or invited to sign an agreement requiring the non-disclosure of 
information related to discrimination or sexual assault as a condition of employment, continued 
employment, promotion, compensation, or the receipt of benefits.  An employee may request this 
type of agreement and, upon request, will be provided at least seven (7) days to change their 
mind.  
 
Additional Employee Support Services 
HRCTD provides information regarding legal resources and counseling support that may be 
available to you. Contact the Office Manager for more information. 
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WORKPLACE PROFESSIONALISM 

While harassment due to a person’s protected class is prohibited, so too is unprofessionalism, 
such as incivility, due to personality clashes or issues.  We want our focus to be on customer 
service, productivity, and the ability for each employee to flourish here.  This makes it essential 
that our employees treat each other and those with whom we serve with courtesy, respect, and 
consideration.  Further, we require that employees work cooperatively and constructively in 
resolving issues or problems on-the-job to foster satisfactory working relationships.   
 
HRCTD defines unprofessionalism as repeated or one-time behavior, which is inappropriate and 
which may be verbal, non-verbal, or physical; either direct or indirect which generally occurs at 
work and in the course of employment but may also apply to off-site behavior exhibited by 
employees that negatively impacts the working relationship.  Such behavior, whether exhibited 
between co-workers, management and staff, vendors/customers, another outside party, or a 
member of the public, violates our policy on how others should be treated while at the workplace 
or engaged in organizational operations.   
   
Where an allegation of unprofessionalism is made, consideration of the intention will be given.  
The purpose of this policy is to communicate to all employees, including supervisors, managers, 
and executives, that HRCTD will not, in any instance, tolerate unprofessional behavior.  Employees 
found to be in violation of this policy will be subject to corrective action, up to and including 
termination.  
   
We will consider the following examples as unprofessional; however, this is not considered a 
comprehensive list.  Any actions that create the same or similar result will also be considered.   
 

• Making comments on Facebook, texting, misuse of other forms of social media 

• Public humiliation in any form  

• Constant criticism on matters unrelated or minimally related to the person’s performance 
or job description 

• Spreading rumors and gossip regarding individuals 

• Interfering with the ability of someone to perform job duties or consistently assigning 
menial tasks not central to the job. 

• Taking credit for another person’s ideas  
 
Any HRCTD employee who has experienced unprofessionalism should immediately report the 
behavior to your direct supervisor or the Executive Director. If the Executive Director is the person 
you are concerned about you may also contact the Chairperson for the HRCTD’s Board of 
Directors. To the extent legally possible, anything you disclose will remain confidential. All reports 
will be investigated and addressed.  Making false/baseless or malicious complaints of 
unprofessionalism will be regarded as a serious offense, which may also lead to corrective action, 
up to and including termination. 
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DISPUTE RESOLUTION 

We believe that undisclosed problems will remain unresolved and will lead to impaired work 
relationships, dissatisfaction with working conditions, and a decline in operational efficiency.  
Therefore, HRCTD has established this dispute resolution procedure to solve problems as quickly, 
fairly, and thoroughly as possible.  This procedure is a method for impartially hearing the 
complaint and is intended to resolve problems and provide a fair and objective review.  All issues 
will be handled without prejudice or retaliation. 

Reporting Issues Other than Harassment/Discrimination 
Any other questions or concerns you may have should be discussed with your immediate 
manager/supervisor, absent special circumstances, as soon as you are aware there is a problem or 
have a question.  Your manager will generally follow-up to your concern, in writing, within one 
week. We realize there may be valid reasons to forego this initial step; in those circumstances 
(i.e., a concern involves an immediate manager/supervisor), you may go directly to the next level 
of management or the Executive Director for assistance.  
 
For any grievance filed by union employees, the process outlined in the current union 
contract should be followed. 
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EMPLOYMENT 

It is our goal to fill employment vacancies with the most qualified applicants, whether recruiting 
internally, externally, or in utilizing both options.  Job applicants will be considered on an equal 
basis for all positions without regard to sex, age, race, color, religion, national origin, marital or 
veteran status, sexual orientation, gender identity, genetic information, a physical or mental 
disability, or any other characteristic protected under applicable law, including Veterans’ 
Preference.   
 
Our goal will always be to select the most qualified person for each available job.  
 
Former employees and relatives of current employees will be considered for employment in the 
same manner as other applicants.  We may refuse to place a spouse, domestic partner, or 
immediate family member under the direct supervision of a spouse, domestic partner, or family 
member, if such placement adversely affects supervision, safety, security, or morale. 
 
You may, from time-to-time, be temporarily transferred or assigned to perform work outside of 
your regular job duties, schedule, or location. Depending upon the circumstances, you may be 
subject to a wage adjustment while performing such work. We may also reassign employees on a 
long-term basis whose placements are determined to be unsuited to their individual skills and 
transfer any employee who has an illness or disability that requires modified duty without posting 
the position.  
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New Employee Orientation 
New hire orientation begins on your first official day of employment at HRCTD. The Office 
Manager will provide a short tour of the facility, introduce you to other staff and have you 
complete all necessary paperwork.  At the orientation, the Office Manager will review the 
employee handbook with you along with the general policies, procedures, benefits, basic 
information on pay and leave policies, take your picture for your employee badge, and provide 
you with your employee GOrge pass. Your direct supervisor will then discuss your training 
schedule. 

Probationary Period 
As a new employee, the introductory period for a full-time employees is 120 days and 180 days 
for part time employees.  The introductory period is an extension of the employee selection 
process.  During this period, you are considered to be in training and under observation and 
evaluation by supervisors.  Evaluation of your adjustment to work tasks, conduct and other work 
rules, attendance, and job responsibilities will be conducted during the introductory period.  This 
period gives you an opportunity to demonstrate satisfactory performance for the position and 
provides an opportunity for us to see if your abilities and the requirements of the position match.  
It is also a chance to see if we meet your expectations as an employer. 
 
Your performance will be evaluated at the end of the probationary period, and a decision about 
your employment status will be made and shared with you in writing.  If you have successfully 
completed the introductory period, you will be moved to regular status.  Movement to regular 
status does not alter the at-will condition of your employment. If your skills border on 
satisfactory, but fall a little short, the introductory period may be extended if there is reason to 
believe that your skills will improve within 30 days.  This period may be extended only by approval 
of your direct supervisor.  The request for an extension won’t be approved if it is submitted after 
the normal conclusion of your introductory period.  If expectations are not met or if your skills are 
not satisfactory, it is unlikely that your employment will continue. 

Promotions and Transfer Training Period 
If you are promoted or transferred to a new position, you must also complete an probationary 
period of 90-days to determine the suitability of the placement and your ability to satisfactorily 
perform the required work.  If it is determined that the job change is not working during this 
period, you will be returned to your original job if a vacancy exists.  Otherwise, you will be 
assigned to any other vacant job we deem suitable.  If no such job is vacant, your employment 
may be terminated.  If you are placed in a job other than your original job, the pay and benefits 
may be adjusted. 

Re-employment 
Employees who resign from the organization in good standing may be eligible for re-employment 
consideration.  Applications received from former employees will be considered and processed 
using the same procedures and standards that govern all other applicants. Previous performance 
with the organization will be evaluated if the reference check phase is reached.  We are not 
obligated to rehire former employees.  Rehires shall be considered new employees, except where 
federal or state law requires otherwise (e.g., the Employee Retirement Income Security Act rules 
which apply to pensions, where state law applies to health insurance benefit reinstatement). 
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Anniversary and Seniority Dates 
For all non-union employees, the anniversary date used to determine vacation and merit 
wage increases of an employee is the actual date of hire. 
 
The union “seniority date” is the actual date of hire. Vacation and merit wage increases follow 
the Union Contract based on this seniority date.  

Employment Classifications 
Employee status is categorized to make distinctions in employment-related conditions and to aid 
in a better understanding of employment relationships within the organization.  Employees may 
be considered introductory, full-time or part-time, temporary, or on-call as described below: 
 
Probationary: Newly hired or promoted employees within the probationary period.  New 

hires earn, but cannot use sick or vacation time until the 91st day of 
employment.  

 
Regular Full-time:  An employee who is regularly scheduled to work on average 30 hours or 

more per week.  HRCTD will pay the full cost of medical, dental, and vision 
benefits on the first day of the month following the date of hire. After 1 
year employee is eligible for the 457 Deferred Comp retirement investment 
plan. HRCTD will match employee contribution up to 4% of gross wages.    

 
Regular Part-time: An employee who is regularly scheduled to work between 12 and 29 hours 

per week.  Part-time employees are ineligible for employer-paid benefits. If 
an employee works more than 30 hours for more than 3 months, they may 
be transitioned into a full-time employee and eligible for full benefit. 

 
Seasonal: An employee who is hired for a specified period of time.  Seasonal 

employees are ineligible for employer-paid benefits. At any time, a seasonal 
employee may apply to become a full or part-time employee with HRCTD 
but will no longer be eligible for a bonus if applicable. 

 
Standby/Substitute: A stand-by or substitute employee is one who works on an occasional, on-

call basis, or has a work schedule of less than twelve hours per week over a 
3-month period. Standby/substitute employees are ineligible for employer-
paid benefits except as mandated by law. 

 
Employees are further classified according to federal and state wage and hour laws as exempt or 
non-exempt, as defined below.  Management will make the appropriate designation regarding the 
status for each new position or when a position changes substantially.  If you are uncertain as to 
your status, ask your direct supervisor. 
 
Exempt: An employee who is exempt from the overtime pay and minimum wage 

requirements under federal and state laws.  Exempt employees are paid a salary 
and duties and responsibilities allow them to be exempt under federal and state 
law. 
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Non-exempt: An employee who is paid an hourly wage and whose job generally calls for the 
payment of minimum wage and overtime as specified under state or federal 
regulations.  
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EMPLOYMENT RECORD KEEPING 

Access to Personnel Files 
The organization maintains a personnel record for each employee, and access to those records is 
restricted to authorized persons only.  The records contain applications, written evaluations, 
performance counseling notices, correspondence, and other information pertinent to 
employment.  Authorized persons are individuals in a direct line of supervision over the employee 
to whom the file applies or any management representative involved in a pending personnel 
action. 
 
Your personnel file is available for review (except for any references and other material exempt 
from disclosure under state law) by making advance arrangements with the Office Manager, 
Operations Manager, or the Executive Director.  We will provide copies of personnel records or 
files as required by law, but you may be asked to reimburse us for the reasonable cost of 
providing copies. 
 
Requests for employee records by parties other than the employee are subject to the Privacy Act 
of 1974 and ORS 192.502(2). 

Change in Personal Data 
Keeping your personnel records current can be important to you with regard to pay, payroll 
deductions, benefits, and other matters.  If you have changes in any of the following items of 
information, please notify the Office Manager or make the changes in the online portal: 
 

• Name 
• Marital status 
• Address 
• Telephone number 
• Dependents 
• Beneficiary(ies) 
• Person to be notified in case of emergency 
• Job-related physical or other limitations that impact employment 
• Other information having a bearing on your employment 
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EMPLOYMENT RELATIONS AND 
CONDUCT  
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ETHICS 

We believe in treating people with respect and adhering to ethical and fair practices.  All Public 
Officials are held accountable to the states Ethics laws found in ORS 244.  

Public Officials 
A public official includes anyone serving the State of Oregon or any of its political subdivisions or 
any other public body in any of the listed capacities, including as an “agent.” An “agent” means 
any individual performing governmental functions. Governmental functions are services provided 
on behalf of the government as distinguished from services provided to the government. This may 
include private contractors and volunteers, depending on the circumstances. 
 
Upon employment with our organization you became a Public Official. 

Gifts 
During a calendar year, a public official, a candidate or a relative or member of the household of 
the public official or candidate may not solicit or receive, directly or indirectly, any gift or gifts 
with an aggregate value in excess of $50 from any single source that could reasonably be known 
to have a legislative or administrative interest. 
 
During a calendar year, a person who has a legislative or administrative interest may not offer to 
the public official or a relative or member of the household of the public official any gift or gifts 
with an aggregate value in excess of $50. 
 
During a calendar year, a person who has a legislative or administrative interest may not offer to 
the candidate or a relative or member of the household of the candidate any gift or gifts with an 
aggregate value in excess of $50. 
 

Use of Official Position or Office 
A public official may not use or attempt to use official position or office to obtain financial gain or 
avoidance of financial detriment for the public official, a relative or member of the household of 
the public official, or any business with which the public official or a relative or member of the 
household of the public official is associated, if the financial gain or avoidance of financial 
detriment would not otherwise be available but for the public official’s holding of the official 
position or office. 
 
Except: 
 

• Any part of an official compensation package as determined by the public body that the 
public official serves. 

 
• The receipt by a public official or a relative or member of the household of the public 

official of an honorarium or any other item allowed under ORS 244.042 (Honoraria). 
 

• Reimbursement of expenses. 
 

• An unsolicited award for professional achievement. 
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• Gifts that do not exceed the limits specified in ORS 244.025 (Gift limit) received by a public 

official or a relative or member of the household of the public official from a source that 
could reasonably be known to have a legislative or administrative interest. 

 
• Gifts received by a public official or a relative or member of the household of the public 

official from a source that could not reasonably be known to have a legislative or 
administrative interest. 

 
• The receipt by a public official or a relative or member of the household of the public 

official of any item, regardless of value, that is expressly excluded from the definition of 
“gift” in ORS 244.020 (Definitions). 

 
• Contributions made to a legal expense trust fund established under ORS 244.209 

(Application to establish fund)for the benefit of the public official. 
 
A public official may not solicit or receive, either directly or indirectly, and a person may not offer 
or give to any public official any pledge or promise of future employment, based on any 
understanding that the vote, official action or judgment of the public official would be influenced 
by the pledge or promise. 
 
A public official may not attempt to further or further the personal gain of the public official 
through the use of confidential information gained in the course of or by reason of holding 
position as a public official or activities of the public official. 
 
A person who has ceased to be a public official may not attempt to further or further the personal 
gain of any person through the use of confidential information gained in the course of or by 
reason of holding position as a public official or the activities of the person as a public official. 
 
A person may not attempt to represent or represent a client for a fee before the governing body 
of a public body of which the person is a member. This subsection does not apply to the person’s 
employer, business partner or other associate. 
 
The provisions of this section apply regardless of whether actual conflicts of interest or potential 
conflicts of interest are announced or disclosed under ORS 244.120 

Honoraria 
A public official may not solicit or receive, whether directly or indirectly, honoraria for the public 
official or any member of the household of the public official if the honoraria are solicited or 
received in connection with the official duties of the public official. 
 
A public official may receive of an honorarium or a certificate, plaque, commemorative token or 
other item with a value of $50 or less; or receive an honorarium for services performed in relation 
to the private profession, occupation, avocation or expertise of the public official or candidate. 

Financial Interest in Public Contracts 
A person who ceases to hold a position as a public official may not have a direct beneficial 
financial interest in a public contract for two years after the date the contract was authorized. 
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You are required to inform us of any activity that is ongoing or planned that may be or is a conflict 
with these laws.  We will work with the State Ethics commission to determine the appropriate 
steps for resolution. 
 
Failure to meet these standards will result in investigation and, depending on the outcome, result 
in discipline up to and including separation. 
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CONFIDENTIALITY 

Organization and Customers 
At HRCTD, employees have access to highly confidential and proprietary information, including 
information about our business plans and customers.  Our customers trust us with confidential 
information and disclosing this information without authorization would have a materially 
adverse impact on our integrity and on our relationships with our customers.  Employees must 
not disclose any information pertaining to the organization or its customers without prior explicit 
approval of their managers/supervisors and must sign a form stating such. 
 
No organization records or information, including documents, files, records, computer files, and 
similar materials may be removed from our premises without permission from HRCTD, except in 
the ordinary course of performing duties on behalf of HRCTD.  Additionally, the contents of 
organization records or information otherwise obtained in regard to business may not be 
disclosed to anyone except where required for a business purpose.  This prohibition also applies 
to items posted in a blog or website.  Employees are subject to appropriate corrective action, up 
to and including termination, for revealing confidential information.   
 
Employee Records  
HRCTD’s philosophy is to safeguard personal employee information in its possession to ensure the 
confidentiality of this information.  Additionally, the organization will only collect personal 
information that is required to pursue its business operations and to comply with government 
reporting and disclosure requirements.  Personal information collected by the organization 
includes employee names, addresses, telephone numbers, e-mail addresses, emergency contact 
information, EEO data, social security numbers, date of birth, employment eligibility data, benefit 
plan enrollment information, which may include dependents’ personal information, and 
school/college or certification credentials.  All pre-employment inquiries, including reference 
check records, as well as former employee files are maintained in locked, separate areas and are 
not used by the organization in the course of business operations. 

Personal employee information will be considered confidential and, as such, will be shared only as 
required and with those who have a need for access to such information.  All hard copy records 
will be maintained in locked, secured areas with access limited to those who have a need for such 
access.  Personal employee information used in business system applications will be protected 
under company proprietary electronic transmission and Virtual Private Network policies and 
security systems.  Participants in company benefit plans should be aware that personal 
information will be shared with plan providers as required for claim handling or record keeping 
needs.  

Information regarding an employee's address, telephone number, work history, performance or 
salary will not be given over the telephone. Only employment dates and job title may be released 
verbally. For verification of employment, or other confidential information must be in writing, 
signed by the employee, authorizing release of specific information.  
 
Information requested by another party, not the employee, to share any information in any 
employee's personnel file will not be released until the employee is notified and has a reasonable 
opportunity to comment on the request. In all cases, the HRCTD must determine whether 
particular personnel records of any District employee are subject to public disclosure. An 
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employee's expectation of confidentiality and privacy is, in each case, subject to the requirements 
of Oregon's Public Records Law. This decision shall be made by the Executive Director or designee. 
 

Organization-assigned information, which may include organizational charts, department titles 
and staff charts, Designated Positions, department budgets, company coding and recording 
systems, telephone directories, e-mail lists, and company facility or location information and 
addresses, is considered by the company to be proprietary company information to be used for 
internal purposes only.  The company retains the right to communicate and distribute such 
information as it feels necessary to conduct business operations. 

If an employee becomes aware of a breach in maintaining the confidentiality of any personal 
information, the employee should report the incident to the Office Manager or the Executive 
Director.  The Office Manager has the responsibility to investigate the incident and take or 
recommend corrective action.  Please understand that the reasonableness of actions taken in 
these circumstances will be taken into consideration.  Examples of the release of personal 
employee information that will not be considered a breach include the following: 

• Release of partial employee birth dates (i.e., day and month, which is not considered 
confidential and will be shared with supervisors/managers who elect to recognize 
employees on such dates). 

• Personal telephone numbers or e-mail addresses may be distributed to 
supervisors/managers in order to facilitate company work schedules or business 
operations. 

• Employee identifier information used in salary or budget planning, review processes, and 
for timekeeping purposes will be shared with supervisors/managers. 

• Employees’ company anniversary dates will be distributed to appropriate 
supervisors/managers periodically.  

• Employee and dependent information may be distributed in accordance with open 
enrollment processes, for periodic benefit plan changes, or for benefit statement updates. 

Should a security breach occur, you will be notified in writing as soon as possible.   



Hood River County Transportation District 25 Revision Date: 107/1820/20232 

WORKPLACE RULES 

HRCTD believes policies and procedures are essential for the orderly operation of our business 
and for the protection and fair treatment of all employees.  As a result, we have clearly identified 
performance expectations so that each employee behaves according to our workplace standards.  
Courtesy and common sense should always prevail.  The following work rules are not all-inclusive, 
but serve as guidelines to demonstrate the work behaviors considered important to HRCTD. 
 

1. You are expected to be at work on time, to stay until your workday ends, and to do the 
work assigned or requested of you.  If you are unable to be at work on time, you are 
expected to contact your immediate supervisor promptly. 
 

2. Each employee and the employee's performance on the job is important to the overall 
success of operations. When absent, someone else must do the job. Everyone is 
expected to keep regular attendance, be on time, and work as scheduled. Recurring and 
excessive absences and/or tardiness is disruptive to work schedules, costly to HRCTD and 
its' residents, and detrimental to the morale and efforts of employees who maintain a 
good work record. 

 
3. You are expected to regard your workplace with respect and attention.  HRCTD records, 

equipment, and property are to be treated carefully and appropriately.  You are 
responsible for those items in your custody and will be held accountable for their 
maintenance, appropriate use, and accuracy. 

 
4. You are expected to act in accordance with all appropriate codes, laws, regulations, and 

policies, regardless of whether they are set by HRCTD or by outside regulatory bodies. 
 
5. You are expected to conduct yourself in a professional manner, exhibiting a high regard 

for our customers, vendors, business associates, and for co-workers.  No breach of 
professional behavior (abusive language, harassment, personal business during work 
time, etc.) will be condoned.  This also applies to alcohol consumption when representing 
HRCTD in a business or social capacity. 

 
6. You are expected to maintain the confidentiality of organization information or customer 

information in your possession (i.e., personnel information, trade secrets, etc.). 
 
7. You are expected to wear clothing that is neat in appearance and consistent with a 

professional atmosphere, keeping in mind the impression it has on customers, visitors, 
and other employees as well as the need to promote organization and employee safety.  
Good individual judgment is the best guideline, but management retains the right to 
decide what dress is appropriate. 

 
This information regarding our behavioral expectations should help guide employee actions.  You 
are urged to use reasonable judgment and to seek advice in doubtful or unclear situations.  If all 
employees do their best to meet both the spirit and intent of these guidelines, disciplinary issues 
will be minimal.  It is our policy to resolve conduct and performance problems in the most 
informal and positive manner possible; however, conduct which falls outside of the above 
guidelines will result in corrective action, up to and including termination. 
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We also believe that all of our employees should have an opportunity to be heard in matters 
involving discipline; therefore, we have adopted a formal Dispute Resolution Procedure, which 
can be found on page 13 of this Handbook. 
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WHISTLEBLOWER PROTECTIONS 

HRCTD encourages any employee with knowledge of an illegal or dishonest activity to report it to 
their direct supervisor or to the Executive Director. All such issues will be promptly investigated 
with the intent to determine fault and institute any appropriate corrective measures.  Examples of 
illegal or dishonest activities are violations of federal, state, or local laws; billing for services not 
performed or for goods not delivered; and other fraudulent financial reporting.  Any employee 
wishing for more information can obtain further details from the Executive Director. 

If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the 
employee should immediately contact a direct supervisor or the Executive Director. The employee 
must exercise sound judgment to avoid baseless allegations.  An employee who intentionally files 
a false report of wrongdoing will be subject to corrective action, up to and including termination.  

Whistleblower protections are provided to maintain confidentiality and to prevent retaliation.  
Although someone’s identity may have to be disclosed to conduct a thorough investigation, to 
comply with the law, and to provide accused individuals their due course, the privacy of the 
individual making the report will be protected to the extent possible.  HRCTD will not retaliate 
against a whistleblower.  This includes, but is not limited to, protection from retaliation in the 
form of an adverse employment action such as termination, compensation decreases, or poor 
work assignments as well as threats of physical harm.  Any whistleblower who believes retaliation 
has occurred must contact the Executive Director immediately.  The right of a whistleblower to 
protection against retaliation does not include immunity for any personal wrongdoing that is 
alleged and investigated.  

All reports of illegal and dishonest activities will be promptly submitted to the Executive Director 
who is responsible for investigating and coordinating corrective action. 
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DRESS CODE/UNIFORM POLICY 

As representatives of HRCTD, it is important staff maintain a professional appearance when 
interacting with the public. Employees are required to wear a uniform when driving or at an 
outreach event while representing the district.  

Each new employee will be provided the following uniform package based on their position g as 
listed below. Each item includes at least 1 CAT logo. Items purchased at retail outlets are not 
allowed without an express written exception approved by Management.  

Staff Category Uniform Package 
Office Staff Outer Shell Jacket – 1 

Long Sleeve Polo – 1 
Short Sleeve -– 1 
Note: A sweater may be selected in 
exchange of one of these items 

Driver Outer Shell Jacket – 1 
Long Sleeve Polo – 2 
Short Sleeve – 5 
Sweater – 1 
Vest – 1 
Pants/Shorts – 4 (fund for pants - 
$100 per year on reimbursement 
basis) 

 

Below is the uniform guidelines, when driving or at an outreach event while  representing HRCTD: 

• Pants: Must be either Black, Beige, Dark, Light Grey, or Denim. Pants should be a 
properly fitted (not too tight or baggy)good fit, neatly pressed wrinkle free, and worn at 
waist level. 

• Shorts: Must be either Black, Beige, Dark, Light Grey, or Denim. Shorts should not be any 
shorter than 4” above the knees when sitting, shorts must be properly fitted (not too tight 
or baggy), must be wrinkle free and worn at waist level. 

• Shoes and Boots: Must be in good repair. They must be constructed of a material that 
can be kept clean. The soles of the shoes or boots must ensure proper traction and have a 
heel that is no taller than 1.5”. Shoes and boots must fully enclose the foot; open-toed or 
open heeled shoes are not permitted while in the yard, shop, or driving.     

• Hats: Must have the CAT logo. Hats must be clean and worn properly with the brim 
facing front.  

• Name Badge: Name badge should always be displayed and visible on the right side of the 
outer most garment. 

Formatted Table
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Clothing must fit properly, be clean, pressed, and in good repair and free of spots. Good personal 
hygiene is also expected when representing HRCTD.  

If uniform needs to be replaced due to wear and/or damage, items need to be returned to HRCTD 
before new items can be ordered. Employees will NOT throw or give away old or damaged 
uniforms. HRCTD will replace uniforms that are worn out once a year at most. If uniforms are 
damaged beyond repair while performing normal working duties HRCTD will use its discretion to 
determine if the item(s) will be replaced by HRCTD.  If the damage occurs during non-working 
hours, the cost of repairing or replacing the item(s) will be the responsibility of the employee.  

Drivers will receive $100 per year for the purchase of pants/shorts at the beginning of each fiscal 
year (July 1st) on a reimbursement basis. 

If employment ends for any reason, the entire uniform should be returned in good/clean 
condition. 

Managers have the discretion to determine appropriateness in appearance.  Employees who do 
not meet a professional standard may be sent home to change and may not be paid for that time 
off.  A basic essential of appropriate dress includes the need for clothing to be neat and clean. If 
you are an office employee or a new hire and have not yet received a uniform the expectation is 
that your clothing be professional and not inappropriate (display guns, inappropriate slogans, 
violence, or alcohol). 

Additionally, clothing, jewelry, and hair should not be loose or dangle in such a way that creates 
any kind of safety hazard. 
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COMMUNICATION AND SOFTWARE SYSTEMS 

Electronic Communications Systems 
HRCTD provides electronic communication systems to maintain superior communications both 
within the organization and with outside clients and vendors.  You are encouraged to learn about 
these tools and how to use them.  This policy provides directions for you regarding access and 
disclosure of information when using these communication systems.  All employees and others 
outside the organization who may use the systems are expected to be aware of and support this 
policy. 
 
Our electronic communication systems include computers, software, electronic mail (e-mail), 
copiers, fax machines, telephones, cell phones, voice mail, messengers, and various online 
services.  All of these systems are operated and managed based upon this policy. 
 
These systems and any other informational, storage, or retrieval services that the organization 
provides are organization tools and are to be used for business purposes only during business 
hours.  Use of company systems during business hours for other than work-related purposes 
should be minimal and must not impact business operations. 
 
The use of these systems is not private or confidential.  Within the bounds of current and future 
laws, the organization reserves and intends to exercise the right to review, audit, intercept, 
access, and search these business systems at will, monitor data and messages within them at any 
time and for any reason, and disclose selected contents without notice or other restrictions.  
Messages sent through these systems remain the property of the organization. 
 
As an employee, you must not permit any proprietary or confidential information of HRCTD to 
enter the public domain through electronic transmissions.  Examples of the organization’s 
proprietary and confidential information are provided in the Confidentiality Policy.  Also, these 
systems shall not be used to receive or distribute copyrighted materials, trade secrets, proprietary 
information, or similar materials from/to outside the organization without prior authorization. 
 
Any messages or communications used through this system are subject to our anti-harassment, 
anti-discrimination, and non-solicitation policies.  You are expected to carefully compose and 
review the wording, tone, and content of your communications before transmission. 
 
You should check with your supervisor if you have any questions about the proper use of 
communication or software systems.  All system users who discover violations of this policy are 
expected to notify their supervisors or managers immediately.  Improper use or violation of this 
policy can result in corrective action, up to and including termination. 

Electronic Mail System 
You are reminded to be courteous to other users of the e-mail system and to always conduct 
yourself in a professional manner.  E-mail messages are sometimes misdirected or forwarded and 
may be viewed by persons other than the intended recipient.  You should write e-mail 
communications with no less care, judgment, and responsibility than you would use for letters or 
internal memoranda written on organizational letterhead. 
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You should know that even when a message is erased through e-mail, it is still possible to retrieve 
and read that message.  Even though the organization reserves the right to retrieve and read any 
e-mail messages, those messages are to be treated as confidential by other employees and 
accessed only by the intended recipient.  We expect employees to respect others’ privacy and not 
retrieve or read electronic messages for which they are not the intended recipient unless 
authorized.  The use of passwords for security does not guarantee confidentiality; all passwords to 
company systems must be disclosed to your direct supervisor or the Executive Director. 

Laptop Security 
Laptops and other applicable equipment will only be replaced by the company if the laptop and 
other equipment were not lost due to negligence. An exception applies for a laptop or equipment 
taken during an assault situation. If laptop and other equipment needs to be replaced due to 
negligence the employee may be responsible for some or all of the replacement cost. 
 

Social Media and Networking 
Social networking websites and online communities, such as Twitter, LinkedIn, Facebook, and 
Flickr are increasingly used and can be accessed by individuals not only from computer systems, 
but also from smart phones.  These tools have value because they can be used to market HRCTD 
services and share information; employees may also use these systems as a quick 
communications and networking tool to complete projects.  It is not the intent of this policy to 
unduly limit employees’ access to these conduits, however, guidelines and expectations 
surrounding their use are necessary as there are liabilities inherent in such use.  When any 
employee is using organization-provided computers or cell phones or is representing the 
organization via social networking activity, that individual is expected to represent the 
organization in a professional and positive light.  HRCTD wishes to use social networking 
exclusively to its advantage, preventing and minimizing any negative outcomes.  This includes 
ensuring that all employees will be free from harassment and unprofessional behavior when 
utilizing or consuming social media; therefore, employees authorized for its use must abide by all 
applicable laws (including copyright) and ethical considerations. 
 

Business Use 
Employees may use social networking websites to conduct organizational business, as long as 
such use is authorized and complies with the organization’s policies.  Company logos or other 
organizational information must conform to pre-approved marketing concepts and standards.  
We do not endorse making business references on behalf of others on sites such as LinkedIn.    
 
In the case that a social media account is set up for business purposes, the organization has the 
right to review, edit, and delete content associated with the account.  The organization will have 
access to information associated with the account such as the username and password, and any 
content associated with the account will be considered the property of the organization.  If an 
employee separates from HRCTD, the organization has the right to assume control of this account. 
 

Monitoring 
While the organization does not routinely monitor social networking sites, other employers, 
organizations, and individuals do monitor and share information found on social networking 
websites.  Again, posted information is public information. 
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Protection 
Social networking sites collect profile information for advertising opportunities and criminal 
reasons.  Phishing (e-mail messages asking for username and passwords, etc.) and spamming are 
two downsides.  Never click on links asking for personal or confidential information.  Heed 
security warnings and pop-ups.  Use of these sites may mean more SPAM sent to your e-mail 
account.  If possible, disable the ability of others to post HTML comments to your home page.  
When accessing these sites, use caution when you see a posting or link that looks suspicious; 
when in doubt, delete it.  Viruses and spyware may damage the organization’s operating system, 
compromise data, or expose your privacy and that of others you communicate with via e-mail and 
social media sites. 
 
Be aware that others may piece together personal information for identity theft purposes.  Be 
prudent in making comments or posts which reveal your or others’ travel plans or divulge other 
safety-sensitive and private information. 
 

Prohibited Conduct 
Behavior and judgment in an electronic environment should mimic behavior in a physical setting. 
Employees are expressly prohibited from posting content that is malicious, abusive, threatening, 
intimidating, coercing, profane, disruptive, discriminatory, or harassing.  Defamatory statements 
are prohibited and employees should be aware they are personally responsible for the legal 
consequences of such statements. 
 
Nothing in this policy should be interpreted as limiting an employee’s right to engage in legally 
protected speech or other activity.  Failure to adhere to these standards and to use appropriate 
protocols will lead to further corrective action, up to and including termination.   

Mobile Device/Telephone Usage 
HRCTD realizes that employees must occasionally make and receive personal telephone calls at 
work.  Such calls must be kept to a minimum and should impact your work as little as possible.  
Unauthorized use of the business telephone, including charging long distance calls to the 
organization, and excessive use of your personal mobile device during work hours will result in 
corrective action, up to and including termination.  

Cell Phone Stipend 
Office employees who must use their personal cell phone on a regular basis for work purposes are 
eligible for a $30 per month stipend. Eligible employees include the Executive Director, 
Operations Manager, Office Manager, Field Supervisors, and Administrative Assistant 
and/Dispatcher who does the Social Media work. Each eligible employee will receive a this stipend 
automatically after a memo of understanding has been signed. 
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PERFORMANCE MANAGEMENT AND REVIEW 

To establish a meaningful performance evaluation system upon which HRCTD can continuously 
monitor the effectiveness of organizational operations and employee performance, all employees 
will receive regularly scheduled formal performance evaluations at least twice once a year. 
Format will be dependent on the position held. Ongoing performance management will be 
conducted on a regular basis.  
 
The objectives of our performance management and formal appraisal process are to: 

• Ensure that employees know their individual performance and if they are not meeting 
expectations, meeting expectations, or exceeding expectations; 

• Determine how well the organization is doing in assisting employees with work 
performance and meeting goals and how the direct supervisor can help the employee 
meet their goals; 

• Ensure communication and two-way feedback; 

• Provide a consistent, objective, and fair method of making compensation decisions; 

• Provide a tool for career planning; and, 

• Provide a permanent record of employee performance and organizational contributions. 
 
Managers and supervisory personnel are accountable for providing employee development 
actions designed to improve and enhance employee performance such as: 

• Reasonable employee training; 

• Assigning, directing, controlling, and reviewing employee work; 

• Assisting employees in correcting deficiencies; and, 

• Objectively evaluating employee performance during the evaluation period. 
 
Our performance appraisal program is intended to be participatory and equally involves both your 
input and your supervisor’s.  This allows you to contribute to the growth and improvement of the 
organization.  You are encouraged to: 

• Inquire about your performance periodically; 

• Accept additional responsibilities and show initiative; 

• Review opportunities for advancement within the organization; 

• Ask for assistance in developing a goal-oriented path for advancement within the 
department or organization; and, 

• Learn about training available to assist you in improving your skills or qualify you for a 
promotion or lateral transfer. 

 
Performance evaluations serve as one factor in decisions related to employment such as training, 
merit pay increases, job assignments, employee development, promotions, and retention.  
Evaluations identify specific performance levels as compared to established standards, 
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acknowledge the merit of outstanding performance, and prescribe the means and methods of 
improving performance deficiencies. 
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CORRECTIVE ACTION 

Everyone benefits when we work together and conduct ourselves in a manner that reflects the 
best interests of both the organization and its employees.  It is the philosophy of HRCTD to correct 
performance deficiencies and address violations of policies and work rules in order to correct 
situations and avoid repetition. 
 
You will be informed if corrective action is necessary as soon as possible after any performance 
problem has been identified.  Your manager or supervisor will discuss the situation with you, 
explaining this policy and the necessity of corrective action to avoid additional disciplinary actions. 
 
Although one or more corrective action measures may be taken in connection with a particular 
performance problem, no formal order will be followed.  Corrective action may include any of a 
variety of actions depending on the circumstances and severity of the particular situation. 
 
HRCTD encourages managers to have regular status meetings with employees and provide 
instructional and training information as needed. When employee performance and behavior 
needs additional action the corrective actions below may be taken at the discretion of 
management: 

• Verbal counseling with you, which will be confirmed in writing by your supervisor and 
placed in your supervisory file. 

• Written warning, which will be placed in your personnel file. 

• Suspension, which will be confirmed in writing for your personnel file.  Suspension is 
normally used to remove an employee from the organization’s premises during an 
investigation or as a disciplinary action.  A suspension may be paid or unpaid.  If you are 
suspended, it will be documented in your personnel file. 

• Demotion, which will be documented in your personnel file. 

• Termination, which will be documented in your personnel file. 

 
The corrective action process will not always commence with verbal counseling or include every 
step.  The above options are not to be seen as a process in which one step always follows another.  
Some acts, particularly those that are intentional or serious, warrant more severe action on the 
first or a subsequent offense.  Consideration will be given to the seriousness of the offense, any 
change in behavior, and the circumstances surrounding the offense. 
 
Counseling, verbal warning and written warnings may be undertaken by the Operations or Office 
Manager without prior approval from the Executive Director. However, the Executive Director 
must be informed by the Operations or Office Manager of any such actions taken. Suspension 
with or without pay, demotion and discharge require prior approval from the Executive Director 
before the action is taken. 
 
In some cases, a performance improvement plan will be created. The purpose of the Performance 
Improvement Plan (PIP) is to act as a tool in facilitating improvements by the employee. In all 
instances, the PIP will outline HRCTD’s expectations for the employee and what needs to improve 
and timeline to for employee to improve and meet expectations. The employees should take 
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proactive approach noting where training or other instruction is required to meet the desired 
outcome.  
 
The PIP is a signed agreement between the manager and employee. Typically, there is a 
timeframe (3-6 month) during which the employee’s progress is reviewed. Once signed it is the 
employee and management’s responsibility to move forward with plan implementation.  
 
If a determination is made that the employee has not sufficiently progressed during the review 
period, the employer may provide a last chance agreement.  
 
Should any union employees like to follow a grievance they should refer to the union contract.
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COMPENSATION
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PAY ADMINISTRATION 

HRCTD values high quality work from its employees and is committed to compensating employees 
for their efforts and results maintains a pay plan covering all positions at HRCTD showing the 
minimum and maximum rates of pay..  It is our intent to provide a competitive compensation 
package that will attract, retain, and motivate employees.  It is also our intent that policies and 
pay practices be administered consistently throughout the organization to ensure internal equity 
is achieved. 

Union Employee 
HRCTD has a union contract that outlines the wages for drivers at HRCTD. The union contract 
is a negotiated settlement between the union and HRCTD and is typically renewed every 
three years.  Cost of living increases occur when applicable based on the union contract. A 
new driver will have access to the union contract upon hire.  

Non-Union Employee 
HRCTD Non-Union positionns at HRCTD are salary ranges are created based on rates of pay 
for comparable work in other public or private employment. HRCTD shall endeavor, within 
budgetary constraints, to use the following compensation structure. 
 

• New employees shall start step 1.   
• After completion of a successful probationary employment period the employee may 

be eligible to advance one salary increment or step. Upon hire, non-union employee 
receives an offer letter including beginning wage, probationary period, status (e.g. 
salaried/non-salaried) and eligibility for a wage increase after the probationary period.  

• After twelve months of successful continuous employment, the employee may be 
eligible to advance one salary increment or step.  Each twelve-month anniversary 
thereafter, the employee may be eligible to advance one step increase until the top of 
the applicable range is reached. A step increase is contingent on a positive performance 
evaluation, the recommendation of the manager and funds are available. A step increase 
or pay advance is not guaranteed. 

• In no case shall the maximum compensation for a range be exceeded unless additional 
compensation has been approved by the Board. 

 
based on the pay level of current employees performing work of comparable character and based 
upon factors such as your previous experience, and education. Upon hire, non-union employee 
receives an offer letter including beginning wage, probationary period, status (e.g. 
salaried/non-salaried) and eligibility for a wage increase after the probationary period. 
 
Compensation will be reviewed by the direct supervisor and the Executive Director at the end 
of an employee's probation period. An increase may be recommended based upon 
performance and skill set. 
 
Each July, non-union employees are also eligible for a cost-of-living increase based on the 
union contract and merit increase based on performance. Wage increases are not automatic. 
The Executive Director makes salary range recommendations to the Budget Committee and 
Board of Directors based upon performance reviews on inflation and cost of living increases.  
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PAY PRACTICES 

Paydays 
You will be paid every other Friday. 

Payroll Deductions 
Certain mandatory and elective deductions which are made from employee pay are noted on the 
paycheck stub.  The only deductions made are those mandated by law or authorized by you in 
writing. 

Pay Advances  
Pay advances may be available if you meet the payroll processing company’s requirements. 
Employees are encouraged to find other appropriate resources for any financial difficulties.   

Delivery of Paychecks 
Your paycheck will be delivered through direct deposit. 

Method of Payment  
Your pay statement accessible through HRCTD’s payroll processing company will show gross 
earnings, stipends, deductions, and net salary for each direct deposit.  

Employee Withholding Allowance Certificates (Form W-4) 
You are required to furnish the organization with an Employee Withholding Exemption Certificate 
(W-4) at the time of hire.  You may file a new W-4 form any time.  When you submit an updated 
Form W-4, the organization will implement the desired changes by the start of the first payroll 
period ending on or after the 30th day from the submission date.  We encourage employees to 
seek tax advice if they have questions about withholding amounts. 

Time Records for Non-Exempt Employees 
The time sheet is a record of time worked and must be filled out daily.  It provides a permanent 
record of time spent on the job, indicating the exact time you worked.   
 
Time sheets should be reviewed carefully for completeness and accuracy at the end of each week, 
as they will be used to calculate pay.  Supervisors will review and approve time sheets each pay 
period.  Time sheets must be completed through HRCTD’s timekeeping app.  If an error needs to 
be corrected, a manager/supervisor should be notified.  You should never allow someone else to 
make entries on your time sheet.  Willfully falsifying a time sheet will be grounds for corrective 
action, up to and including termination. 

Time Records for Exempt Employees 
Employees designated as FLSA exempt do not fill out time sheets and no deduction of pay will be 
made for hours worked fewer than their regularly scheduled hours per day, unless authorized by 
law.  However, because HRCTD does have vacation and sick pay benefits programs, if you have 
earned time in these bank(s), you must use this time (from whichever benefit applies) to cover 
any time off that is less than your normal workday. Flexibility is allowed if an exempt employee 
has worked more hours than regularly scheduled in that same work week. Employee should work 
with direct supervisor and Executive Director as appropriate. 
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Dispute Resolution Process for Paycheck Errors 
If you have any questions regarding your pay or feel a manager or supervisor has made a change 
to your pay that you do not believe is accurate, please contact the Executive Director.   

Final Paycheck 
While we request that you give us at least 10 working days’ advance notice prior to departure 
when resigning or retiring from the organization, if you provide us with at least 48 hours’ notice 
(excluding holidays and weekends) you will receive your final paycheck on the last day worked.  If 
less notice is given, the final paycheck will be provided within five business days (excluding 
weekends and holidays) or on our next regularly scheduled payday, whichever occurs first.  Final 
paychecks will include all wages earned through the last workday plus payment for any accrued 
and vested benefits that are due and payable at separation. 
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HOURS OF WORK AND WORK SCHEDULES 

Organization Hours 
The general office hours at HRCTD are 68:00 a.m. to 6:305:00 p.m., Monday through FridaySunday 
through Saturday. 
 
Specific workday and workweek schedules for each employee will be determined from time-to-
time by the appropriate manager based on the organization’s needs.  We will attempt to notify 
you of any changes in workdays or workweek schedules two weeks prior to the effective date of 
change.  Management reserves the right to modify schedules consistent with the needs of the 
organization. 
 
The normal workday is 8 hours (this may vary depending on position).  The total hours in a normal 
workweek are 40, Saturday through Friday. If you are a non-exempt employee, you should not 
begin work before your normal starting time or continue working beyond the normal quitting 
time without explicit advance approval from your supervisor.   

Overtime 
You may occasionally be required to work overtime.  Overtime hours will be paid to non-exempt 
employees at one and one-half times the regular rate of pay for all hours worked in excess of 40 in 
a regular workweek, or as otherwise required by state and federal laws.  Paid time off will not be 
considered when computing overtime.  Your department supervisor must approve any overtime 
hours in advance or else you may face corrective action, up to termination. 

Meal and Rest Periods 
Meal and rest periods will be provided for you according to any applicable state regulations.  
Supervisors will review these and establish schedules.  Non-exempt employees are not permitted 
to work through a meal period unless approval from a supervisor, in an emergency situation, is 
obtained before the scheduled meal break.  In these situations, the meal period will be paid time. 

Lactation  
HRCTD promotes and supports the practice and need for employees to express breast milk on its 
premises upon their return to work. 

Until their babies are 18 months old, employees may take reasonable rest periods to express 
breast milk.  Nursing breaks may be taken concurrently with regular meal and rest breaks, 
although additional reasonable break time will be made available, as needed.  Management and 
employees will work together to find mutually agreeable hours of work and breaks which support 
the continuation of expressing breast milk. 

If an employee perceives or observes adverse treatment with respect to the expression of breast 
milk, a supervisor/manager should be informed immediately. 

HRCTD will provide a private space with an electrical outlet, within the office building, to express 
breast milk.  This space may vary according to available empty rooms.  Check with the Executive 
Director.  Hand washing facilities and a refrigerator will also be available at all sites and 
appropriate signage for privacy will be supplied. 
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Employees will be responsible for the storage of the expressed milk.  The milk, if stored in the 
refrigerator provided, must be clearly labeled with the employee’s name.  To ensure the safety of 
stored breast milk, it is recommended that the container used to store the milk be sealed in a 
plastic bag to prevent contamination. 

Social and Recreational Activities 
Participation in off-duty social or recreational activities such as organization picnics and holiday 
parties is entirely voluntary.  Participation or nonparticipation will not affect your wages, hours, 
working conditions, or present or future employment opportunities. 

Inclement Weather and Emergency Closures 
Emergencies such as severe weather, fires, power failures, earthquakes, and other natural 
disasters can disrupt organizational operations.  In extreme cases, these circumstances may 
require the closing of our office. 
 
In the event that HRCTD makes the decision to close the office prior to the start of the business 
day, the closure will be announced via an organization-wide messaging system from the Executive 
Director.  A closure message will also be recorded on HRCTD’s general voice message line.  It is the 
responsibility of each employee to check the organization wide messaging system for an update, if 
there is any doubt regarding office operations. 
 
If a decision is made to close the office after the business day has already begun, the closure 
message will also be announced via organization wide messaging system. 
 
Exempt employees will be paid for all absences (full-day or partial day) related to emergency 
closures.  
 
Non-exempt employees will not be paid for time away from work due to office closure; however, 
with supervisory approval, available PTOvacation time may be used.  Non-exempt employees who 
have reported to work before the decision to close is made will be paid for time worked, or for 
the rest of their regularly scheduled shift, whichever is greater. 
 
On days when the office is closed due to inclement weather and emergency closures, you should 
be aware that If you do come in you may be assigned tasks that are different from your standard 
job duties, work hours and/or work routes that are different from what you bid.   This is because 
not all routes will be able to run during inclement weather and different priorities (e.g., life 
sustaining transportation) may be warranted. 
 
IN THE EVENT THAT THE OFFICE IS CLOSED DUE TO INCLEMENT WEATHER OR EMERGENCY CLOSURES , PLEASE BE ADVISED 
THAT YOU MAY BE ASKED TO PREFORM DUTIES OR OPERATE ROUTES THAT ARE OUTSIDE OF YOUR BID SHIFT. WHEN 
INCLEMENT WEATHER OR EMERGENCY CLOSURES OCCUR MANAGEMENT WILL EVALUATE SERVICE LEVELS AND MAY MAKE 
ADJUSTMENTS TO PRIORITIZE SERVICES AND ENSURE THAT WE ARE OFFERING LIFE SUSTAINING TRANSPORTATION.   
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TELECOMMUTE 

Telecommuting is a flexibility that may be available to some positions within the organization.  
Telecommute is the planned practice of occasional or intermittent work from a non-organization 
address. This is most typically the employee’s residence.  
 
Telecommuting arrangement requires the prior approval of the Executive Director.  
Telecommuting may be permissible for some jobs and not all jobs.  
 
Employees are responsible for ensuring a safe work environment when telecommuting.  
Employees are also responsible to meet the expectation of their job regardless of where the job is 
done.   Supervisors are responsible for monitoring compliance with these types of agreements, 
relevant policies, performance standards, expectations for work product and productivity, and 
time accountability. 
 
Any employee who is telecommuting must be available during established work hours and 
provide timely response to email, phone calls etc.  Absences, including unavailability during work 
hours, must be pre-approved.  Employees must account for all time worked.  Supervisors may 
consider an employee’s request to alter regular work hours in the same way they would evaluate 
these requests for a person working at an organization address.  
 
An employees’ salary, benefits and insurance coverage does not change as a result of 
telecommuting. 
 
Employees are responsible for the utilization of HRCTD networks while working remotely in a safe 
and secure manner as directed by Executive Director.  
 
As mentioned above these are planned arrangements.  Employees and supervisors must work 
together to determine if an arrangement can be made and the details of the arrangement.  
 
Information Technology 
Telecommuting employees are expected to be able to set up a remote office and use both 
organization and their own equipment without direct physical help from organization.  While any 
equipment supplied by the organization will be maintained by or at the direction of organization, 
employees are responsible for the safe and secure transportation of equipment to and from the 
office. 
 
Employees are expected to have sufficient telephone arrangements to perform their work and to 
participate in telephone conferences during agreed-upon work hours. 
 
Employees are expected to have sufficient Internet access if work assignments require use of Web 
resources in the performance of their duties while working at a remote worksite. 
 
The organization will determine, with information supplied by the employee and the supervisor, 
what equipment will be supplied for each telecommuting situation.  The employee must sign an 
inventory of organization property and agree in writing to take appropriate action to protect the 
inventoried items from damage or theft.   
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All equipment supplied by the organization will be maintained by or at the direction of 
organization. Equipment supplied by the employee, will be maintained by the employee. The 
organization accepts no responsibility for damage or repairs to employee-owned equipment.    
 
All equipment and software supplied by the organization are only for organization business and 
must comply with the organization’s security and maintenance policies and practices.  Portable 
equipment must, at all times, have organization authorized security measures installed and 
running  
   
Employees will notify the organization immediately in the event of a breakdown or other issue 
with supplied equipment, software or other materials.  Employees will follow the organization’s 
direction regarding any necessary repair, update, replacement, etc. 
    
Organization stored on any employee’s personal electronic equipment is subject to public records 
requests and discovery, and to review by the organization at any time.  
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EMPLOYEE-INCURRED EXPENSES AND REIMBURSEMENT 

HRCTD will pay all actual and reasonable business-related expenses you incur while performing 
your job responsibilities.  All such expenses must be pre-approved by direct supervisor before 
payment will be made. 
 
Expense Reimbursement Procedure and Reports 
Requests for expense and mileage reimbursement must be submitted as soon as possible after 
expense was incurred.  Supporting documentation and/or itemized receipts must be provided for 
each request.   
 
Expense reimbursements will not be paid unless and/or until all itemized receipts are provided or, 
if lost, a note with a description of the business activity and expense. 
 
Mileage Reimbursement 
While in the course and scope of duties on behalf of HRCTD, employees, with their direct 
supervisors’ approval, may use their vehicle for business purposes. Employees are encouraged to 
follow all rules of the road and drive courteously.   For more information regarding insurance in 
the event of an accident while using your personal vehicle for business purposes please contact 
the Executive Director. Additional, requirements may apply for eligibility. 
 
When you use your own vehicle for organization business, you will be reimbursed for 
organization-related business travel at the current IRS determined rate per mile. 
 
In order to recover these costs, an expense report must be signed by you and dated, initialed by 
your direct supervisor and submitted to the Office Manager for processing according to policy.  If 
you have questions about expense reports and mileage allowances, please ask. 
 
Credit Card Payment 
If you use the HRCTD credit card, all receipts must be submitted immediately through the credit 
card reconciliation process. You must follow the protocol for reconciliation of your statement and 
submission of documentation as required by the Office Manager.  
 
Employees may expense and/or use a company provided credit card, for business related 
activities or incidental supplies following IRS guidelines.   
 
Overnight Travel and Meal Expense Reimbursement 
If an employee is traveling overnight on a work-related activity, the employee may expense 
lodging, food, beverage and any incidental expenses that are necessary and business related. If 
lodging rates exceed the U.S. General Services Administration (GSA) rates such situations should 
be known in advance and prior approval obtained from the Executive Director.  
 
Meal Reimbursement Limits  
Meals are reimbursed on actual expenses only, in an amount not to exceed U.S. General Services 
Administration (GSA) rates for per diem and incidental expenses in the location of the 
expenditure in the given year. 
 
Exceeding meal reimbursement limits 
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HRCTD recognizes that there may be certain group meal functions at locations where a 
conference/training is held where exceeding the meal reimbursement limits may be acceptable.  
Such situations should be known in advance and prior approval obtained from the Executive 
Director. 
 
Alcoholic Beverages 
HRCTD will not pay for alcoholic beverages and such costs should not be submitted for 
reimbursement.   
 
Transportation Expense Reimbursement 
Transportation costs may only be expensed upon prior approval.  Transportation costs include 
such items as airfare, airport parking, hotel shuttles, automobile rental and fuel for such rental. 
 
Spouse/Guest Expense Reimbursement 
HRCTD will not pay for meals or entertainment of spouses/guest/significant others.  
 
HRCTD expects its employees to use good judgment and reserves the right to deny an expense if, 
in management’s belief, it is unreasonable. 
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PAY EQUITY 

HRCTD strives to ensure all employees receive an equitable total compensation package based on 
a variety of factors relating to their position, job performance, education, and experience. From 
time-to-time, employees performing work of comparable character may have different 
compensation levels. Any such differences will be based on HRCTD’s objective processes for 
evaluating an employee’s work and one or more of the following factors: seniority, merit, quantity 
or quality of work, workplace location, regular and necessary travel, education, training, 
experience, or any combination of those factors. Employees who believe they are not being 
compensated fairly are encouraged to discuss the matter with Executive Director to obtain 
clarification.
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BENEFITS 
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PURPOSE AND POLICY 

HRCTD strives to provide the most equitable and cost-effective benefits for employees in 
recognition of the influence benefits have on employees’ economic and personal welfare.  Paid in 
various benefit forms on your behalf, the total cost of providing the benefit program is a 
significant supplement to your pay and should be viewed as additional compensation. 
 
Policies, provisions, and procedures that govern the organization's benefit program apply to all 
regular full-time and part-time employees, whether exempt or non-exempt, unless otherwise 
stated in a particular benefit plan.  Benefits do not apply to seasonal or substitute employees. 
 
Some benefits may accrue during your new-hire introductory period, but in most cases eligibility 
to use these benefits will not occur until you obtain regular employee status or meet other 
conditions of employment specified in the Handbook or contained in the benefit policy/plan 
booklets. 

Benefit Pro-ration  
If you are a regular part-time employee, your benefits are prorated based upon the number of 
hours you work.  Essentially, you accrue vacation and sick leave benefits at a lower rate than a 
full-time employee because your accrual rate is based on fewer hours. 
 
Discretionary employee benefits not mandated by state or federal law are selected and controlled 
by HRCTD.  Decisions to provide these benefits are based on such considerations as cost, 
composition of our workforce, operational efficiency, and desirability of benefit provisions.   

Benefit Design and Modification 
HRCTD reserves the right to design plan provisions and to add, eliminate, or otherwise modify the 
benefits described in this Handbook or elsewhere in plan documents when it is in the 
organization's best interest.  Consider that changes to benefits may occur at management’s 
discretion prior to making a serious, long-term decision based solely on current benefit offerings. 

Benefit Plan Documents 
You’ll receive summary plan descriptions upon eligibility and enrollment.  The benefit programs 
are explicitly defined in legal documents, including insurance contracts, official plan texts, and 
trust agreements.  In the event of a conflict between these documents and this policy, the plan 
documents govern.  These official documents are available from Office Manager for your review.  
We ask that you refer any questions about this information to the Office Manager. 
 
Individual benefits may be modified, become more expensive, or may even be eliminated in the 
future because of cost increases or as a result of changes in our business situation or economic 
conditions.  We encourage you to be thoughtful about relying solely on these benefits, given that 
they are subject to change.  Upon separation from employment, employees may be eligible for 
the continuation of benefits consistent with state and federal law.  Any benefits described in this 
Handbook apply only so long as the Handbook is current; employees do not have vested rights. 
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HEALTH INSURANCE BENEFIT 

HRCTD currently provides medical and vision insurance coverage for all full-time employees. You 
will be provided with information about the plan during the onboarding process.  Any need for 
further information should be referred to the Office Manager. HRCTD pays the full premium. 

Eligibility  
This benefit is provided for all regular full-time employees.  You are eligible to enroll on the first 
day of the month following the date of hire.  Part-time, seasonal, and standby employees are not 
eligible to participate in the health insurance plan. 
 

Plan Enrollment 
Once you are eligible, you will meet with the Office Manager to may complete the enrollment 
forms available through the HRCTD’s designated online portal.  If you don’t want to enroll at the 
time of eligibility and later decide to request enrollment, you will only be allowed to enroll if you 
can demonstrate that a qualifying event has occurred which qualifies you for a special enrollment 
period. 
 
The organization pays the full monthly premium for enrolled employees.  
 
Coverage for dependents of employees is also available; however, you are responsible for the full 
cost of the monthly premium associated with this coverage. 
 
Medical information is covered by HIPAA regulations.  HRCTD realizes the responsibility we have 
to treat your private health information with great care and discretion.  We have implemented 
safeguards to protect this information. 
 
Termination of Coverage  
In the event that you or your dependents lose eligibility to participate in the health plan, you may 
have the health plan coverage extended for a period of time.  Eligibility can be lost due to a 
prolonged absence from work or if certain “qualifying events” occur that would otherwise cause 
your or a dependent’s group health coverage to terminate.  Examples of qualifying events are 
termination of employment, a reduction in hours, divorce or legal separation, entitlement to 
benefits under Medicare, a dependent child reaching the age of 26, or a leave of absence.  You 
must notify us or the plan when a dependent child loses eligibility or in the event of divorce or 
legal separation. 
 
You, your spouse, and dependents may continue group health insurance for a certain period of 
time at your own expense under COBRA.  However, continuation does not occur automatically.  
You and any dependents have 60 days to enroll in the plan, which starts on the later of a] the date 
the election notice is received or b] the date you and any dependent would otherwise lose 
coverage; you have 45 days to pay the initial premium. Coverage will be retroactive to the date of 
the qualifying event.  You and any covered dependent will receive information about the 
provisions of the law when you first enroll in benefits and again if a qualifying event occurs. 
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DENTAL INSURANCE BENEFIT 

HRCTD provides a Dental Insurance plan for employees. 

Eligibility 
Regular Full-Time employees are eligible for dental insurance coverage on the first day of the 
month following the date of hire. Part-time, seasonal, and substitute employees are not eligible to 
participate in dental insurance. 

Cost 
The organization pays the full monthly premium for enrolled employees.  
 
Coverage for dependents of employees is also available; however, you are responsible for the full 
cost of the monthly premium associated with this coverage. 
 

OTHER INSURANCE BENEFITS 

Group Life Insurance  

We provide group life insurance coverage for all regular full-time employees.  Please refer to 
specific plan for details.  HRCTD pays the full premium. 

Opt Out 

An eligible employee who chooses not to enroll in the insurance plan may opt-out of the 
employer’s provided health plan (medical, dental, and vision benefits) and shall receive “in lieu 
of” payments equivalent to 70% of the actual cost of an employee only medical, dental and vision 
monthly premium. To be eligible for this benefit employee must have Medicare or medical 
benefits through a spouse, partner, or parent and is required to sign a written waiver of 
participation. Medicaid is not a valid health plan. 

Funds for Medical Expenses 

HRCTD provides employees a set amount of funds in July of each year for which they can use to 
offset out-of-pocket medical expenses.  
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VACATION PTO (PAID TIME OFF)  BENEFIT 

The District provides paid time off (PTO) benefits to its fulltime 
and part-time employees. PTO may be used at the employee’s discretion, 
while protecting an allotment of time for illness, injury, or preventative care, in 
compliance with applicable Oregon law regarding sick time. PTO replaces 
vacation and sick leave hours effective July 1, 2023. 
All employees are eligible to accrue PTO as set forth in the chart below. Accrual 
begins on the first day of employment, but employees are not eligible to use PTO 
until they have successfully completed their 90-day probationary period. PTO is considered 
replacement time and may be taken only for scheduled workdays and 
hours. All PTO will be paid at the employee’s regular rate of base pay. A fulltime 
employee must have been on paid status during the entire payroll period to 
qualify for full PTO accrual for that payroll period. All full-time and regularly scheduled part-time 
employees are eligible for PTOvacation based on the schedule below.  Employee begins PTO 
accrual of vacation time on the first day of employment but are not eligible to use PTOvacation 
time until the 91st day of employment, unless negotiated at time of hire. A full-time employee 
must have been on paid status during the entire payroll period to qualify for full PTOvacation 
accrual for that period, otherwise it is on a prorated basis. 
 
Accrual for part-time employees is on a pro-rated basis calculated on the number of hours 
worked.   
 
PTO is accrued per pay period. Employees accrue PTO hours at the following 
rates:You will earn PTOvacation benefits according to the following schedule:  
 

Years Worked Full-Time Part-Time Standby/Seasonal 
0-1Until 1st 
Anniversary  

3.096.78 hours per 
pay period; maximum 
accrual of 80.4176 
hours per year 

3.095.59 hours per 80 
hours worked; 
maximum accrual of 
80.4176 hours per 
year 

1 hour for every 30 
hours worked; 
maximum of 40 hours 
per yearN/A 

Following the 1st 
Anniversary2-5 

7.38 hours per pay 
period; maximum 
accrual of 192 hours 
per year3.69 hours 
per pay period; 
maximum accrual of 
96 hours per year 

6.19 hours per 80 
hours worked; 
maximum accrual of 
192 hours per 
year3.69 hours per 80 
hours worked; 
maximum accrual of 
96 hours per year 

1 hour for every 30 
hours worked; 
maximum of 40 hours 
per yearN/A 

Following the 2nd 
Anniversary6-10 

8.3 hours per pay 
period; maximum 
accrual of 216 hours 
per year4.61 hours 
per pay period; 
maximum accrual of 
120 hours per year 

7.11 hours per 80 
hours worked; 
maximum accrual of 
216 hours per 
year4.61 hours per 80 
hours worked; 
maximum accrual of 
120 hours per year 

1 hour for every 30 
hours worked; 
maximum of 40 hours 
per yearN/A 
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Following the 5th 
Anniversary11-15 

9.87 hours per pay 
period; maximum 
accrual of 257 hours 
per year6.18 hours 
per pay period; 
maximum accrual of 
160.8 hours per year 

8.68 hours per 80 
hours worked; 
maximum accrual of 
257 hours per 
year6.18 hours per 80 
hours worked; 
maximum accrual of 
160.8 hours per year 

1 hour for every 30 
hours worked; 
maximum of 40 hours 
per yearN/A 

16+ 6.74 hours per pay 
period; maximum 
accrual of 175.2 hours 
per year 

6.74 hours per 80 
hours worked; 
maximum accrual of 
175.2 hours per year 

N/A 

Max Balance 176 176 N/A 
 
PTOVacation  benefits are intended to provide eligible employees with a period of paid rest 
and relaxation away from work. Accordingly, employees are encouraged to schedule 
vacations PTO each year, and to use all earned vacation PTO benefits.  
In the event an employee is discharged, resigns, or is laid 
off after at least six months of continuous service, the employee will be paid out 
for his/her accrued and unused PTO at its full value, which will be included in the 
final paycheck. Leave accumulation will automatically stop when the maximum 
accrual is reached. If termination occurs prior to completion of six months of 
service following the introductory period, no compensation will be made.Accrued and 
unused vacation PTO benefits shall be paid upon termination of employment, if the 
employee has successfully completed the employee’s designated introductory period (180 
days). 
 
At the end of the calendar year, employees with remaining PTO 
hours may transfer accrued PTO to the next calendar year’s earned leave, not to 
exceed 200 hours.Vacation accrual cannot exceed 176 hours.  Vacation benefits will stop accruing 
when the maximum allowed has been reached.  The benefit will begin accruing again when you 
reduce the total to less than the allowed maximum.   
 

    
 

Employees who want to use vacation time must request time off at least two weeks in advance so 
that arrangements for coverage can be made. If your request is made less than two weeks in 
advance, you must find another employee who is willing to cover your shift before the request 
can be approved.  Requests for vacation time are to be made through HRCTD’s timekeeping 
software and submitted to your supervisor.  Please do not assume your request is approved until 
you receive formal notification from your supervisor. Generally, employees won’t be allowed 
more than two weeks off at a time.  We’ll try to grant each request, but we cannot guarantee 
your request will be approved.  Vacations for the year will be scheduled as close to the 
beginning of the calendar year as possible and will be based upon seniority. Thereafter, 
vacations will be approved on a first-to-apply basis. 
 
Requests will not be approved if someone in your department has already requested to use 
vacation for that same time period. 
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 An employee shall request use of PTO in advance for planned 
absences. Appropriate notice is necessary so that PTO requests can be scheduled 
for employees. Known planned time off should be requested during the month of 
December for the upcoming year and will be approved based upon seniority. Any 
PTO requested after December for the upcoming year will be approved on a first to-apply 
basis. However, if management is unable to schedule time off or unable 

to meet business needs, requests may be denied even though sufficient advance 
notice has been given. If an employee gives less than two (2) weeks’ required 
advance notice, they must find another employee who can cover their shifts and 
have the switch approved by their manager. 
For a foreseeable need to use PTO due to illness or injury (or other reasons set 
forth in the Oregon Sick Time law), the employee shall notify his/her supervisor or 
designee of absence at least ten (10) calendar days prior to leave. If the need to 
use PTO due to illness or injury (or other reasons set forth in the Oregon Sick 
Time law) is unforeseeable, the District’s strong preference is that employees 
provide at least two (2) hours’ advance notice of the absence to his/her supervisor 
or designee, and in all such cases employees must provide such notice prior to the 
start of the scheduled shift. Unless the employee is physically prohibited from 
doing so, the employee must communicate the need for time off due to illness or 
injury. Notice by voicemail or text shall be acceptable if the supervisor or 
designee is unavailable. The employee must leave a voicemail or text notifying 
the supervisor or designee of a phone number at which the employee can be 
reached. A physician’s statement of illness or other acceptable proof of illness 
may be required for any illness that is for more than three (3) consecutive work 
days in duration. The Employer shall pay any associated costs for providing 
medical verification or certification, including lost wages, that are not paid under 
the health benefit in which the employee is enrolled. The Employer may not 
require the verification or certification explain the nature of the illness or details 
related to domestic violence, sexual assault, harassment, or stalking. 
 
Reason for Time Off Required Notice 
Illness/Injury - Strong preference is two (2) hours prior to start of shift 
Planned - Needs At least two (2) weeks in advance of the planned leave 
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SICK LEAVE 

HRCTD provides paid sick leave to all employees in accordance with state law.  For any questions 
about sick leave, please contact the Office Manager. 
 
Full-time employees begin accruing sick leave on their first date of employment at a rate of 3.69 
hours per pay period, up to a maximum accrual of 360 hours. Less than full-time employees earn 
sick leave beginning on their first date of employment at the rate of 1 hour for every 30 hours 
worked up to a maximum accrual of 40 hours of earned sick leave per year and a maximum 
overall accrual of 80 hours. 
 
Employees may use accrued sick time beginning on the 91st calendar day of employment.  Sick 
time may be used as it is accrued moving forward.  
 
Sick time may be used for an employee’s own serious or non-serious illness, for preventative care 
appointments, to care for an immediate family member with an illness or any other reason in 
which HRCTD is required to allow the employee to utilize sick leave under state or federal law 
(including Oregon Sick Time https://www.oregon.gov/boli/workers/pages/sick-time.aspx ).  
HRCTD does not allow employees to donate sick time to other employees in need.  Unused sick 
time is not paid out upon separation from employment. HRCTD must be notified immediately if 
you are sick and unable to complete your responsibilities. 
 
A physician’s statement of illness or other acceptable proof of illness may be required for any 
illness that is for more than 3 consecutive working days. HRCTD may choose to may choose to 
ask for medical verification before the employee has utilized more than three consecutive 
days if: 
 

• An employee commences sick time without providing notice required by the employer's 
sick time policy (which may not be more than 10 days’ advance notice for foreseeable use 
of sick time or more notice than is practicable in the event of an unforeseeable use of sick 
time); or 

 
• An employer has sufficient evidence to suspect that an employee is abusing sick time, 

including engaging in a pattern of absenteeism, regardless of whether the employee has 
used sick time for more than three consecutive days. 

 
If an employee had previously requested to use vacation time and the request was denied and 
then the employee requests to use sick time HRCTD can require a physician’s statement of illness. 
After an investigation if it is found that the employee abused the sick policy corrective action 
including up to termination may be taken. 
 
Employees who have accrued 80 or more hours of sick leave may either cash it out or convert it 
on an annual basis as follows:  

• If the employee chooses to cash out sick leave or convert it to vacation, it will be paid out/ 
converted at a rate of 25% of the value of sick leave (I.e. 4 sick leave hours are worth one 
vacation hour or paid hour); or  
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• If the employee chooses to transfer the sick leave into their retirement account, it will be 
transferred in the amount of 33.3 percent of the sick leave (i.e. 3 sick leave hours are 
worth 1 paid hour). 

In no event may an employee cash out, convert, or transfer sick leave in an amount that 
would leave the employee with less than 80 hours of accrued sick leave. Any sick leave cash 
out, conversion, or transfer must occur during the first full pay period in July of each year, with 
the employee providing notice to the HRCTD in the preceding month of June.  
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PAID HOLIDAY BENEFIT 

HRCTD observes the following holidays each year and our offices are officially closed on these 
days: 
 
   New Year’s Day   Labor Day 
   Martin Luther King Day Thanksgiving Day 
   President’s Day   Day After Thanksgiving 

Memorial Day   Christmas Day 
   Juneteenth 

Fourth of July   
    
When a scheduled holiday falls on Sunday, it will be observed on the following Monday. 
When a scheduled holiday falls on a Saturday, it will be observed on the preceding Friday. 

Eligibility 
All full-time employees will receive 8 hours of regular pay for each holiday.  Part-time employees 
will receive 4 hours of regular pay.  The employee must be on paid status both immediately 
before and immediately after the holiday to qualify for the holiday pay. Seasonal and standby/ 
substitute employees are ineligible for holiday pay. 
 
If an employee works on any holiday observed by the employer, the employee shall either be paid 
or given compensatory time for all hours worked at 1.5 times the regular rate of pay. 
 
Employees who are on a leave of absence will not receive holiday pay. Employees who are not 
working due to sickness, illness, or vacation will be paid for the holiday. 
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VETERANS DAY HOLIDAY 
 
Eligible employees have the option of taking Veterans Day off by requesting it as a holiday during 
any year it falls on a scheduled work day. This time will be paid. 
 
Establishing Eligibility 
Employees are eligible if they fall within specific parameters outlined by law.  Generally, an 
individual must have been deployed for at least 1 day or must have served on active duty with the 
Armed Forces for at least 178 days and received an honorable discharge, if no longer a member of 
the military.  Please inquire about additional qualifying circumstances. We may request that you 
provide documents establishing your eligibility. 
 
Request Procedure 
You must notify your manager or supervisor of your request at least 21 calendar days prior to the 
holiday.  Your manager or supervisor will respond to your request no less than 14 calendar days 
prior to the holiday.   
 
Employer Response 
Due to situations where providing time off would create a significant economic or operational 
disruption, or undue hardship would occur, the decision may be made not to allow anyone to take 
the day off or to allow only the minimum amount of employees to avoid such a situation.  If a 
veteran does not receive time off for Veterans Day, the employee may choose a single day off 
within the same year with supervisory approval. 
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OTHER BENEFITS 

457 Deferred Comp Plan 
Full-time employees who have maintained full-time status for 1 year may participate in the 457 
Deferred Comp Retirement Investment Plan.  Contributions are made through employee 
voluntary pre-tax salary deduction.  Employees may elect and adjust their contribution amounts 
as desired, not to exceed the maximums allowed by applicable law.  HRCTD will match employee 
contributions up to 4% of gross wages. 

Employee GOrge Pass 
Employees and their spouses/partner and dependents are eligible for a free annual GOrge pass 
while employed with HRCTD. A dependent is defined as a person who is claimed as a dependent on 
the employee’s federal tax return.   Employee will receive initial passes during onboarding. For 
every year thereafter, employee will receive passes if requested at the beginning of each calendar 
year.  HRCTD management reserves the right to revoke any transit passes that are not used in 
accordance with HRCTD policies. 

DOT Medical Card 
HRCTD will pay for 1 physical exam per year. Any additional exams required to maintain a valid 
DOT Medical card will be the employee’s responsibility. This is on a reimbursement basis.  

Employee Incentives Programs 
Currently, three incentive programs have been approved by the Board.  
These include a Transit Driver Safety Incentive Program, a Foreign Language Incentive Program, 
and a New Hire Referral Incentive Program. 
 
Any changes, updates or additions to an incentive program or associated policy must also be 
adopted by the Board.  Employees must be made aware of available incentive programs upon hire 
and then once again each year. 

Bonuses 
Bonuses may be provided at the Board’s discretion. All bonuses must be approved by the Board 
through a formal written memo. The memo must outline the reason for the bonus. If multiple 
employees are receiving bonuses the memo should detail the criteria or formula to be used to 
provide the bonus amount equitably and how the bonus will be distributed.  
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LEAVES OF ABSENCE 
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LEAVE OF ABSENCE POLICY 

We realize that our employees may encounter situations that require a temporary short-term or 
extended absence from work.  We offer several different types of leaves of absence for the 
following purposes:   
 
Family and Medical Leave  Civic Duty   Military Leave    
Leave to Donate Bone Marrow Crime Victims’ Leave  Domestic Violence Leave 
 
The type of leave requested may determine which employees are eligible and what procedure 
should be followed in requesting and obtaining the leave.  The effect of the leave on benefit 
accruals, benefits, and reinstatement rights also varies according to the type of leave you are 
requesting.  Each of these leaves is discussed on the following pages.  If you have any questions 
about your potential eligibility for a leave or your benefits and rights while on a leave, please 
contact the Office Manager. 
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CIVIC DUTY LEAVE 

Jury or Witness Duty Leave 
Employees subpoenaed to serve as witnesses or for jury duty may obtain a protected leave of 
absence.  If we feel that your absence would cause an undue hardship to you or the organization, 
we may instead request, with your agreement, that jury duty be postponed.  You may choose to 
use your accrued paid vacation or sick time available for voluntary service as a witness or for court 
appearances you must make as part of your own legal proceedings or lawsuit.   
 
Length of Leave 
Jury or witness duty leave is available for the period of time covered by the initial subpoena or 
court order and any involuntary extensions. 
 
Request Procedure 
You must notify your manager or supervisor as soon as is practicable after you receive notice 
asking you to serve as a witness or on a jury so that arrangements can be made to cover your 
position.  You are expected to provide us with a copy of the subpoena or notice within 5 days 
after you received it. 
 
Pay While on Leave 
You will be compensated for the difference between the civic pay received and your regular rate 
of pay for up to one week, if you are a non-exempt employee; after that period, you may utilize 
vacation or sick time if desired.  For exempt employees, any partial day or partial week worked 
will be paid in full; employees are required to remit any jury fees received in connection with their 
service.  
 
Status of Benefits 
Benefits are not affected by jury or witness duty leaves. 

Voting Leave 
We encourage all employees to vote and to take advantage of polling hours before or after work.  
However, if you are unable to vote outside of business hours, we will work to accommodate you 
in arranging a time for you to vote. 
 
Request Procedure 
You must notify your manager or supervisor before Election Day if you are unable to vote before 
or after work and provide a valid reason why voting during those hours is not possible. 
 
Pay While on Leave 
Time off to vote will be without pay for non-exempt employees, unless you have earned hours of 
vacation time that you can use for that purpose. 
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CRIME VICTIMS’ LEAVE 

If you or a member of your immediate family suffers financial, social, psychological, or physical 
harm as a result of a personal felony or an employee is a victim of harassment, under the public 
offenses statutes, you may be entitled to take protected leave from work to attend criminal 
proceedings. 
 
Safety Measures 
The company will provide reasonable safety measures, if you are the victim of harassment or a 
threat of harm that would be expected to cause concern. 
 
Eligibility 
You will be eligible to take crime victims’ leave if you have worked an average of more than 25 
hours per week for the organization for at least 180 days immediately before the leave would 
begin. 
 
Length of Leave 
The amount and length of leave time you may take is limited to that which does not create 
significant difficulty and expense (undue hardship) to the organization.  If the organization must 
limit your leave due to undue hardship, we will notify the prosecuting attorney in the criminal 
proceeding, who is required by law to notify the court.  The court will then take your work 
schedule into consideration when scheduling the criminal proceedings.   
 
Request Procedure 
You must provide your manager or supervisor with reasonable notice of your intention to take 
crime victims’ leave, and provide copies of any notices of scheduled criminal proceedings that you 
receive from a law enforcement agency.  We will treat such documentation as confidential 
information.   
 
Pay While on Leave 
Crime victims’ leave is unpaid; however, eligible employees who take this type of leave may use 
any accrued paid vacation or sick time available to them.  Exempt employees working partial days 
or a partial week will be paid in full for the entire week, although accrued time must be used. 
 
Status of Benefits 
Benefits are not affected by crime victims’ leave.   
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DOMESTIC VIOLENCE LEAVE 

An employee who is a victim of domestic violence, harassment under the public offenses statutes, 
sexual assault, or stalking or whose minor child or dependent is a victim may be entitled to take 
unpaid protected leave from work.   
 
Eligibility 
All HRCTD employees are eligible to take domestic violence leave.   
 
Types of Services/Treatment 
An employee may take leave to seek legal or law enforcement assistance, to secure medical 
treatment, to obtain counseling or victim services, to relocate, or to take other reasonable steps 
to ensure one’s own health and well-being or that of a child or legal dependent. 
 
Length of Leave 
The amount of leave taken will be reasonable and that which does not create a significant 
difficulty and expense (undue hardship) for the organization.   
 
Request Procedure 
An employee accessing this leave provision needs to request time off from a manager or 
supervisor as much in advance as possible to aid in scheduling.  We understand that instances of 
violence are usually not predictable, and these requests may be made with little forewarning.  We 
will treat any information you share as confidentially as possible.   
 
Safety Measures 
The Company will provide reasonable safety measures, if you are the victim of domestic violence, 
harassment, sexual assault, or stalking.  Examples of such measures may include transfer, 
reassignment, modified schedule, unpaid leave, different work phone number or work station, 
installing new locks, and other accommodations. 
 
Pay While on Leave 
Domestic violence leave is unpaid; however, eligible employees who take this type of leave may 
use any accrued paid vacation or sick time available to them.  Exempt employees working partial 
days or a partial week will be paid in full for the entire week, although accrued time must be used 
first. 
 
Status of Benefits 
Benefits are not affected by domestic violence leave. 
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FAMILY AND MEDICAL LEAVE (FMLA & OFLA) 

Purpose 
Our Family and Medical Leave policy allows you to take a leave of absence for your own serious 
health condition.  Leave is also granted for the birth or adoption of a child, for the placement of a 
foster child, for the care of a child, spouse or registered same-gender domestic partner, parent, 
parent-in-law, grandchild, or grandparent with a serious health condition and for the care of a sick 
child with a non-serious illness, military exigency and bereavement due to the death of a family 
member.  This handbook language is intended to outline our practices regarding this leave. 
 
Eligibility 
You are eligible for Oregon specific family leave act as soon as the following requirements are 
met: 
 
• You have been employed for at least 180 days (26 weeks) or more before the first day of the 

family and medical leave; and, 
 
• You have worked an average of 25 or more hours per week as of the day before the request 

for family and medical leave is made.  This average is calculated over the 180 days preceding 
the request for leave.  For the purpose of taking leave for the birth, adoption, or placement of 
a child, there is no hours-worked requirement.   

 
• Rarely, an employee may otherwise be eligible. Speak to the Office Manager for additional 

details. 
 

You are eligible for Federal specific family and medical leave as soon as the following 
requirements are met: 
 
• You have been employed for at least one year (12 months weeks) or more before the first day 

of the family and medical leave; and, 
 
• You have worked an average of 1250 or more hours in the previous year.   
 
• Rarely, an employee may otherwise be eligible. Speak to the Office Manager for additional 

details. 
 
 
Some situations, such as military caregiver leave, are covered only by the federal Family and 
Medical Leave Act.  This type of leave requires that an employee worked at least 1,250 hours in 
the preceding 12 months of employment. 
 
Reasons for Family and Medical Leave 
The following situations qualify for family and medical leave: 
 
• To care for an infant, adopted child, or newly placed foster child under the age of 18, or older 

than 18 if incapable of self-care due to a mental or physical disability, within 12 months of the 
event (parental leave); 
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• To care for a family member with a serious health-condition or your own serious health 
condition.  Oregon covers child, parent, parent-in-law, grandchild, grandparent, spouse, 
registered same-gender domestic partner, and “in loco parentis” relationships.  Federal law 
covers only child, parent, spouse, and “in loco parentis” relationships.  This means an 
employee may be eligible for 12 weeks under Oregon law and an additional 12 weeks of 
federal leave in some situations; 

• For a pregnancy-related disability or prenatal care, including morning sickness.  Employees 
who have used up their original 12 weeks for a serious health condition related to pregnancy 
are entitled to an additional 12 weeks leave for any OFLA qualifying purpose;  

• To care for a sick child who does not have a serious health condition but requires home care.  
Employees who use up their original 12 weeks for parental leave are entitled to an additional 
12 weeks of sick child leave;  

• The death of a family member, which is bereavement leave under Oregon law; 
• To care for a qualified family member or “next of kin” as defined under Federal law who is in 

the military; and, 
• A military exigency, which is when a family member is called to active duty.  Oregon includes 

spouse and registered same-gender domestic partners and time when a service member is on 
leave from active duty; federal legislation includes spouse, sons, daughters, and parents. 

 
Length of Leave 
You may take up to twelve (12) weeks of family and medical leave during a 12-month period.  The 
12-month period will be measured forward from the date leave begins; a week is defined as your 
normal work week schedule.  If medically necessary, family and medical leave may be taken on a 
reduced or intermittent schedule.  Details of the proposed schedule should be attached to the 
"Request for Family Leave" form and should be verified by the certifying health care professional 
on the “Health Care Provider Certification” form, if applicable. In certain situations, you may be 
eligible for additional leave including pregnant employees, new parents, and employees taking 
military caregiver leave, for example. 
 
You may be required to provide periodic status reports to the organization while on a family and 
medical leave.  
 
Request and Certification Procedure 
We recognize that many times the need for family and medical leave can be caused by serious or 
emergency situations.  We will make every attempt to work with you to ensure that you receive 
all the benefits to which you are entitled; however, you are expected to adhere to our workplace 
rules and make every effort to communicate your situation to us immediately.  So that we can 
best work with you, it’s important that you complete all requested leave documentation. 
 
In situations where the need for medical leave is known, you must give at least thirty (30) days’ 
written notice of your intent to take family and medical leave by filling out and turning in the 
“Request for Family and Medical Leave” form.  Failure to provide 30 days’ notice can impact your 
eligibility and the timing of the leave.  Upon submitting the completed leave request, you may be 
required to provide verification of the need for the leave.  Examples of such documentation 
include a “Health Care Provider Certification” form, deployment orders, adoption papers, a birth 
certificate, or confirmation of a death.   
 
Requests for family and medical leave for a serious health condition, except parental leave, must 
be verified by a health care professional by using the “Health Care Provider Certification” form, 
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which needs to be returned within 15 days of our request.  You are required to provide sufficient 
information for us to determine if your situation qualifies for leave.  If sufficient information is not 
provided, we may request that you provide additional information within seven (7) days.  If you 
fail to return the form at all, your leave request may be denied. 
 
If you are taking family and medical leave related to the birth of a child or to care for a family 
member with a serious health condition, you may be asked to provide proof of your relationship  
to this person.  Please check with the Office Manager to discuss how best to provide this proof.  
 
In the case of adoption, a legal representative who can attest to the validity of the adoption must 
verify the request for family and medical leave.  In the case of placement of a foster child, a 
representative of the agency making the placement can verify the request. 
 
Any documentation provided, including medical information provided for either a personal health 
condition or the health condition of a family member, is kept confidential and only those with a 
valid business-related reason for knowing any details will have access to any of this information.  
If you have any questions about how this information will be handled, please contact the Office 
Manager. 
 
Subsequent medical verification may be requested in connection with an ongoing absence, but 
not more often than every 30 days.  Exceptions exist, however, in situations where: 
 
• Circumstances change significantly from the current certification; for example, the pattern of 

necessary absences changes; 
• Information is received casting doubt on the employee’s stated reason for the leave or the 

continuing validity of the certification. 
 
Additional recertification exceptions may apply in the event your leave is covered only by the 
federal Family and Medical Leave Act (FMLA).  
 
Lastly, the Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and 
other entities covered by GINA Title II from requesting or requiring genetic information of 
employees or their family members.  In order to comply with this law, we are asking that you not 
provide any genetic information when responding to this request for medical 
information.  “Genetic information,” as defined by GINA, includes an individual’s family medical 
history, the results of an individual’s or family member’s genetic tests, the fact that an individual 
or an individual’s family member sought or received genetic services, and genetic information of a 
fetus carried by an individual or an individual’s family member or an embryo lawfully held by an 
individual or family member receiving assistive reproductive services. 
 
General Provisions 
You may use any accrued vacation, sick leave, or other paid leave available to you during the 
family and medical leave.  When this is exhausted, the balance of the leave will be unpaid.  
 
The organization will continue to pay our share of your medical benefits during family and medical 
leave.  You are responsible for paying your share of medical insurance premiums prior to the due 
date of the premium payment.  You may continue other insurance benefits by paying the full cost 
of the premium for any leave in excess of 4 weeks in duration.  Premium payments must be 
received by the due date or coverage will be discontinued. 
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Reinstatement 
You are entitled to return to the same or an equivalent job with equivalent benefits, pay, and 
other terms and conditions of employment at the end of a family and medical leave (OFLA & 
FMLA).  You may be required to present a fitness-for-duty certificate before being reinstated.   
 
Other details regarding family and medical leave are available from the Office Manager. 
 
Military Caregiver Leave Under FMLA 
An extension of our Family and Medical Leave Policy provides a leave of absence for up to 26 
weeks to care for a family member who is a covered servicemember or veteran.  This leave 
requires that an employee worked 1,250 hours in the preceding 12 months of employment.  
Eligibility for this leave is also based upon the specific family relationship and the existence of a 
certain situation or conditions.   
 

Family Relationship: This leave is available for care of your spouse, parent, or son or 
daughter of any age, or if you are designated as “next of kin” by, or qualify as the nearest 
blood relative to, the covered family member.   
 
Qualifying Condition or Situation: Care for a qualified family member who has a serious 
injury or illness requiring such care. 
 

You may be required to provide documentation supporting both the required family relationship 
and the qualifying condition or situation.  You will be required to complete and return a 
certification completed by an authorized health care provider within 15 days.  If caring for a 
covered servicemember, however, a copy of an Invitational Travel Order (ITO) or Invitational 
Travel Authorization (ITA) issued to a member of your family can be used instead.   
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Paid Leave Oregon 
 
Hood River County Transportation District provides a Paid Leave Oregon Insurance plan through 
the Oregon Employment Department. This insurance is required by Oregon state law and provides 
paid time off to eligible employees.  This is a protected leave. All health-related information 
gathered by the insurer and organization during this process will be maintained as confidential.  
Employees will not be discriminated against or retaliated against for using or trying to use this 
insurance benefit.  We encourage each employee to use the combination of time off and benefits 
that meets their personal needs. 

Cost 
Employees will see up to .006% deduction from gross wages for each paycheck.  The employer will 
contribute no less than .004% of the employee’s gross wages for each paycheck.    
The employee and employer minimum and maximum, as well as overall costs, of this coverage 
will be assessed annually by the Oregon Employment Department and may change.  We will 
provide notice to employees in advance of any change.   

Eligibility 
Most employees who work in Oregon are eligible to submit a claim.  The determination of 
eligibility will be made by the Oregon Employment Department.  If an employee disagrees with an 
eligibility determination, the employee may use the appeal process outlined in the determination 
notice.  

Length of leave 
The length of leave is part of the determination process.  
An employee may qualify for up to twelve (12) weeks of leave annually, starting from the first day 
of leave.  An additional two (2) weeks of leave may be available if the employee is pregnant, has 
given birth, or has health needs because of childbirth.   

Reasons for leave 
Benefits may apply to a variety of situations, including: 
Family leave - Caring for members of the employee’s family: 

• During the birth of a child 
• Bonding with a child in the first year: 

o After birth 
o Through adoption 
o When the child is placed in the employee’s home through foster care 

• To care for a family member with a serious health condition*. 

Medical leave - The employee caring for themselves when the employee has a serious health 
condition*. 
Safe leave - For survivors of: 

• Sexual assault  
• Domestic violence  
• Harassment  
• Stalking 
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* A serious health condition is an illness, injury, impairment, or physical or mental condition that: 
requires inpatient care, poses an imminent danger of death or possibility of death in the near 
future, requires constant or continuing care, involves a period of incapacity, involves multiple 
treatments, or involves a period of disability due to pregnancy. 

Insurance benefit while on leave 
The amount of benefit the employee will receive will be calculated based upon the employee’s 
earnings for the prior year.  This will also be part of the determination of coverage process.  The 
minimum and maximum benefit amounts may be adjusted by the Oregon Employment 
Department annually, and the employee will receive notification before a change occurs. Visit 
https://paidleave.oregon.gov/employees for the current rates. Employees may make up the 
difference between the PLO benefit amount and their regular rate of pay by utilizing PTO. 

Notification of the need for leave 
An employee is required to provide the employer with notice of the intention to take leave.  For 
planned events the employee is required to provide thirty (30) days written notice.  For 
unplanned events the employee is required to notify the employer within twenty-four (24) hours 
of the leave and provide written notice within three (3) days.  If an employee is incapacitated due 
to an unplanned event and are unable to meet these obligations, we ask the employee to notify 
the employer as soon as possible. Please complete the Notice Form found at [enter location] to 
notify us of your intention to take leave.  

Filing a Claim for coverage 
Employees will need to establish an account at Frances Online and file claims electronically. This is 
the electronic system of record for the Oregon Employment Department. Employees are 
responsible for submitting the required paperwork and any updates or changes to their claim. The 
employer will be unable to complete the application process on the employee’s behalf.   

Job and Benefit Protection while on leave 
If an employee has been employed with Hood River County Transportation District for at least 
ninety (90) days prior to the leave, the employee will be restored to the same position upon their 
return, if the same position exists.  If the same position does not exist Employees are entitled to a 
position equal to their previous position before you took leave, with equal employment benefits, 
pay and other terms and conditions. 
If, at the time of leave, the employee is receiving health benefits these will be maintained.   
  
 
 
 
 
 
 
 
 
  

https://paidleave.oregon.gov/employees
https://www.oregon.gov/employ/frances/Pages/default.aspx/
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LEAVE TO DONATE BONE MARROW  

 
Eligibility 
Employees working 20 or more hours per week are eligible for this leave. 
 
Length of Leave 
An employee may use up to 40 hours of leave which may be taken as paid or unpaid time.  In 
extenuating circumstances, approval to take more time off paid or unpaid may be granted by a 
supervisor or manager.   
 
Request Procedure 
You must notify your manager or supervisor as soon as is practicable after you become aware that 
you will be donating bone marrow.  You are expected to provide a copy of the doctor’s 
verification for bone marrow donation.  If there is a medical determination that you do not qualify 
as a bone marrow donor, the paid leave of absence used before that determination was made will 
not be affected. 
 
Status of Benefits 
Benefits are not affected by this leave. 
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 UNIFORMED SERVICES LEAVE AND RE-EMPLOYMENT 

Regular employees requiring a leave of absence for service in the uniformed services are provided 
leave and will be re-employed at the end of the leave.  Policies governing this leave are designed 
according to the Uniformed Services Employment and Re-employment Rights Act and applicable 
state regulations.  The policy covers employees who enter active military duty voluntarily and 
extends to Reservists or National Guard members who are called to limited active duty or 
extended training duty, including regularly scheduled annual training and military summer camp 
training.  These military members, and those with previous or current military service, are 
protected from discrimination and harassment. 

Eligibility 
All employees of the organization except those hired on a brief, non-recurrent basis are eligible 
for leave.   

Length of Leave 
Given that the requirements regarding this type of leave are subject to change, the length of this 
leave will be administered under the current provisions of all applicable laws at the time of 
occurrence. 

Request Procedure 
You must provide oral or written notice, using the Leave of Absence Request Form, of your 
obligation or intention to perform service in the uniformed services, unless notice is precluded by 
military necessity or is otherwise unreasonable or impossible.  Failure to do so may result in loss 
of re-employment rights. 

Pay While on Leave 
Military leaves are without pay unless you elect to utilize vacation benefits earned before the 
commencement of the leave. 

Status of Benefits 
Reservists, National Guard members, and veterans returning from military service in the Armed 
Forces have and retain rights with respect to seniority, vacation, compensation, and length of 
service pay increases, as may be provided by applicable statutes of the United States and the 
State of Oregon.  For any leave extending beyond 30 days, you may maintain health care 
insurance benefits for up to 24 months while on leave by paying the full insurance premiums. 
 

Reinstatement 
If you are returning from a USERRA leave, you generally must report to work or request re-
employment within prescribed time limits, which are based on the length of the leave as follows: 
 

1 to 30 days:  You are expected to report to work on the first regularly scheduled work 
day following the completion of your service and an eight-hour rest period. 
You will most likely be reinstated to a position you would have held had 
you not taken leave or to the same position you held prior to the leave.  

 
31 to 180 days: You should submit an application for reemployment no later than 14 days 

after an honorable release from service unless it is impossible or 
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unreasonable through no fault of your own.  You will generally be 
reinstated to the position you would have attained if continuously 
employed, so long as you are qualified for the job or can become qualified 
after reasonable efforts by HRCTD, or to the same position you held prior 
to leave. In some cases, reinstatement may be made to a position of like 
seniority, status, and pay to either of the aforementioned positions or to 
their nearest approximation.  

 
181 days or  You must apply for re-employment no later than 90 days after the 
longer:      completion of satisfactory service, absent extenuating circumstances. You 
 will generally be reinstated to the position you would have attained if 

continuously employed, so long as you are qualified for the job or can 
become qualified after reasonable efforts by HRCTD, or to the same 
position you held prior to leave. In some cases, reinstatement may be 
made to a position of like seniority, status, and pay to either of the 
aforementioned positions or to their nearest approximation.  

 
For service of 31 days or more, HRCTD will request that you provide documentation to verify your 
rights to re-employment, including your separation papers. 
 
Time limits for applications for re-employment are extended for up to two years for disabled 
veterans, unless extenuating circumstances beyond a veteran’s control may warrant another 
minimal extension beyond that period. Failure to file an application within the required time 
periods may otherwise result in a loss of the right to re-employment. 
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 OREGON MILITARY FAMILY LEAVE 

An employee may be eligible to take leave beginning on the first day of employment, if the 
employee’s spouse/registered domestic partner is notified of an impending call to active duty and 
when the spouse/registered domestic partner is on leave from deployment.   
 
Eligibility 
You will be eligible to take military family leave if you work an average of at least 20 hours per 
week for the organization. 
 
Length of Leave 
The amount of leave time available is up to 14 days of unpaid leave per deployment.  
 
Leave Interaction with the Oregon Family Leave Act (OFLA) 
If an employee is also eligible for OFLA, generally at least 6 months on the job and working at least 
25 hours per week, this time will run concurrently with OFLA leave, reducing the 12 weeks of 
leave available in any leave year. 
 
Request Procedure 
An employee accessing this leave provision needs to request time off from the designated 
manager or supervisor within five (5) days of receiving official notice of an impending call or order 
to active duty or of a leave from deployment, or as soon as is practicable.  Obviously, the more 
advance notice given, the easier it is to handle scheduling issues.  These types of leave situations, 
however, arise with little forewarning at times.   
 
Pay While on Leave 
Oregon military family leave is unpaid; however, eligible employees who take this type of leave 
may use any accrued paid vacation or sick time available to them.  Exempt employees working 
partial days or a partial week will be paid in full for the entire week. 
 
Status of Benefits 
Benefits are not affected by Oregon military family leave.   
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HEALTH AND SAFETY
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EMPLOYEE HEALTH AND SAFETY  

HRCTD is committed and legally responsible to provide our employees with a safe and healthful 
work environment while on-site, in the field, and working at an approved alternative location 
(such as an employee’s home).  To accomplish this goal, both management and employees must 
make diligent efforts to promote safety within applicable laws and standards. 
 
We develop and implement safety rules and regulations through our managers and supervisors.  
This process is ongoing and requires periodic safety audits.  Safety audits are undertaken to 
determine the necessity and feasibility of providing devices or safeguards to make the workplace 
safe and healthful.  We also educate employees about workplace hazards and the proper and safe 
methods to use in performing job tasks. 
 
You are expected to give your full skill and attention to the performance of your duties, using the 
highest standard of care and good judgment.  You are also expected to always follow safety rules 
and regulations, including using appropriate protective clothing, shoes, and equipment, attending 
all training sessions offered, and following directions of warning signs, signals, and supervisory 
personnel. 
 
All job-related injuries or illnesses are to be reported to your supervisor immediately, regardless 
of severity.  In the case of serious injury, your reporting obligation will be deferred until 
circumstances reasonably permit a report to be made.  Failure to report an injury or illness may 
preclude or delay the payment of any benefits to you and could subject HRCTD to fines and 
penalties.  No one will be retaliated against for filing a workers’ compensation claim in good faith.   
 
Safety rules and regulations will be issued or modified from time-to-time and will be effective 
immediately upon communication.  Rules and regulations will be distributed to you and posted on 
the employee bulletin board. 
 
If an injury or illness occurs, you are required to: 
 

1. Take remedial first aid actions; seek emergency care if necessary. 
2. Report the injury or illness as soon as possible. 
3. Fill out the report form and workers’ compensation form.  
4. Provide your supervisor with a medical release from a doctor. 
5. Review the incident with our Operations Manager. 

Early Return to Work Program 
Our Return-to-Work program provides guidelines for returning you to work as early as possible 
after you have suffered an on-the-job-injury or job-related illness.  The program is not intended to 
be a substitute for a reasonable accommodation when an injured or ill employee also qualifies as 
an individual with a disability. 
 
The Return-to-Work program consists of a team effort by supervisors, employees and their 
treating physicians, management, and our workers’ compensation insurance carrier.  All team 
members will take an active role in returning an employee to productive work.  Through this team 
effort, we hope to help our employees recover and return to full employment as soon as their 
medical condition permits. 
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If you are injured on the job and your doctor determines that you are able to perform modified 
work, the organization will attempt to provide such a job until you are able to resume your 
regular duties, except were provided as an accommodation for a permanent disability.  All 
modified work is temporary and may be offered at any location or on any shift.  If you are offered 
a modified position that has been medically approved, failure to report at the designated time 
and place may affect time loss compensation. 
 
A return to work from non-work-related injuries or illness may be covered in the Leave section. 

Workers’ Compensation Insurance 
If an employee is injured on the job, in most cases the injured worker will be entitled to 
benefits under the state workers' compensation law. HRCTD carries workers' compensation 
coverage and will assist employees in obtaining all benefits to which they are legally entitled. 

Smoking in the Workplace 
HRCTD is a non-smoking facility.  This includes the use of electronic cigarettes and vaping devices.  
Places outside the office may be designated as smoking areas; smoking is limited to these areas.  
Please do not smoke or vape within 10 feet of any entrance, exit, window, or air intake device.  If 
any employee has a concern about the areas designated, that individual should speak with the 
appropriate supervisor. 

Employee Right to Know/Hazard Communication Program 
HRCTD provides a Hazard Communication Program so that all employees are aware of chemical 
hazards in the workplace.  By becoming familiar with this information, you can help prevent 
injuries and illnesses from chemical exposure.  If you have any questions regarding chemical 
hazards, do not delay in asking your supervisor or Operations Manager. 
 
The following safety precautions have been taken to prevent injuries and illnesses from chemical 
exposure: 

Container Labeling 
The Operations Manager will verify that all containers received for use will: 
 

• Be clearly labeled as to the contents with a product identifier. 
• Note the appropriate hazard warning with a precautionary statement, pictogram, hazard 

statement, and supplemental information. 
• List the manufacturer/supplier’s name, address, and emergency phone number. 

 
It is our policy that no container will be released for use until the above data is verified. 
 
The supervisor in each section will ensure that all secondary containers have either an extra copy 
of the original manufacturer's label or a generic label that has identification and hazard warning 
blocks.  For help with labeling, see the Operations Manager. 

Safety Data Sheets (SDS) 
Copies of safety data sheets for all hazardous chemicals that employees of this organization may 
be exposed to will be kept in the Operations Department.  Safety data sheets will be available to 
all employees in their work areas for review during each work shift.  Never use a chemical or 



Hood River County Transportation District 79 Revision Date: 107/1820/20232 

associated machinery if its safety data sheet is not available; you should immediately contact the 
Operations Manager before using the chemical or the machine containing it. 

Employee Information and Training 
Before starting work, you will attend a health and safety orientation and receive information and 
training about the following: 
 

• An overview of the requirements contained in the Globally Harmonized Hazard 
Communication System; 

• Chemicals present in your workplace operations; 
• Location and availability of our written hazard communication program; 
• Physical and health effects of the hazardous chemicals; 
• Methods and observation techniques used to determine the presence or release of 

hazardous chemicals in the work area; and,  
• How to reduce or prevent exposure to these hazardous chemicals through the use of 

control/work practices and personal protective equipment. 
 
After attending the training class, you will sign a form to verify that you attended, received our 
written materials, and understand our policies on hazard communication. 
 
Prior to a new hazardous chemical being introduced into any section of this organization, each 
employee of that section will be given information as outlined above.  The Operations Manager is 
responsible for ensuring that Safety Data Sheets (SDS) on new chemicals are available. 
 
 

Safety Committee 
The core of the District’s comprehensive safety management program is the District’s safety 
committee which consists of management and labor representatives. The goal of the committee 
is to assist in identifying hazards and unsafe work practices mitigating obstacles to accident 
prevention and evaluating the District’s safety program. The Committee meets Monthly to ensure 
that the District is: 

• Striving to achieve zero accidents and injuries 
• Taking reasonable steps to improve safety and health policies and procedures at the 

district 
• Assisting loss control efforts aimed at identifying and mitigating industrial hygiene and/or 

safety hazards 
• Identifying reasonable and appropriate mechanical and physical safeguards 
• Conducting reasonable safety and health inspections 
• Training workers as needed in safe work practices and procedures 
• Identifying and providing personal protective equipment (PPE) as appropriate to specific 

job tasks, and training employees in proper care and use of PPE 
• Using appropriate PPE 
• Reporting hazards, unsafe work conditions, and on the job near misses/accidents 
• Assisting in the investigation into the cause of on the job injuries, and in the identification 

of reasonable methods to prevent similar occurrences 
• Supervising workers in safe work practices 
• Enforcing applicable safe work rules 
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• Identifying, determining appropriate action, and retraining workers that are not compliant 
with work safety practices 

• Participating in and supporting safety committee activities 
• Reviewing the District’s safety and health program annually or as needed 

 

Accident/ Incident Reporting 
Please refer to the procedures outlined in the transit driver policies, procedures and training 
manual. 

 

DRUG AND ALCOHOL 

HRCTD has a separate Drug and Alcohol policy document that outlines our policy toward drugs 
and alcohol in more detail. The Drug and Alcohol policy is provided separately to all employees 
hired into a safety sensitive position. Employees are required to sign an acknowledgement that 
they have read and received a copy of the policy. 
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WORKPLACE VIOLENCE 

HRCTD recognizes the importance of a safe workplace for employees.  A work environment that is 
safe and comfortable enhances employee satisfaction with work as well as employee productivity. 
 
To foster a safe workplace, this organization specifically prohibits any employee, customer, or 
vendor from bringing any kind of weapon, knife (other than folding pocket-knife), or firearm on 
premises.  If you have a question whether something may be considered a weapon in violation of 
this policy, you must ask your supervisor prior to bringing the item onto our premises.  Our 
premises include areas such as personal vehicles parked in our designated parking area. 
 
Situations may occur, despite our best efforts to prevent them, which present a risk of harm to 
employees and others.  All employees have an obligation to report any incidents that pose a risk 
of harm to employees or others associated with the organization or that threaten the safety, 
security, or financial interests of the organization.  Employees should make such reports directly 
to the HRCTD. 
 
All information related to the reports, including the name of the reporting employees, will be kept 
as confidential as possible under the circumstances.  We will generally notify the reporting 
employee of action taken in response to the report. 
 
We may, out of business necessity, conduct an investigation of a current employee when the 
employee’s behavior raises concerns about work performance, reliability, honesty, or potential 
threat to the safety of co-workers or others.  An employee investigation may include investigation 
of criminal records and a search of the organization's property such as desks, work areas, lockers, 
file cabinets, voice mail systems, and computer systems. 
 
If an employee is found to have violated any part of this policy, corrective action up to and 
including termination may occur.  
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EMERGENCY PREPAREDNESS 

HRCTD may be subject to major disruptions as a result of occurrences beyond the control of the 
organization.  All employees should exercise good judgment in responding to these events as the 
situation necessitates.  HRCTD will try to provide emergency and limited services during periods of 
disruptions.  The Executive Director shall make the determination to close the organization, 
suspend activities, or make the organization available for community support. 

In the event of potential or actual disruptions that may be weather-related or a result of a 
catastrophic event such as an earthquake, fire, explosion, or public health emergency, contact the 
Executive Director.   

Compensation of employees will be determined in accordance with all applicable regulations 
when individual facilities or activities are closed as a result of emergency conditions. Employees 
not compensated during an emergency-related closure may be able to use available sick and 
vacation time.  
 
Should a threat to company property or an employee be received, it should be reported 
immediately to the Executive Director.   
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EMPLOYMENT SEPARATION 
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SEPARATION FROM EMPLOYMENT 

Separation from employment with HRCTD occurs when you voluntarily resign, are laid off, or are 
discharged by the organization. 

Resignation 
Employment with us is “at-will,” which means you are free to resign at any time, with or without 
cause or notice.  However, in order to achieve an orderly transition, we would appreciate 
receiving notification of your resignation at least 10 working days before the intended date of 
departure. For supervisors and management-level personnel, at least 30 days’ notice of a 
resignation is appreciated. 

Job Abandonment 
To maintain a safe and productive work environment, employees are expected to be reliable in 
reporting for scheduled work.  Absenteeism and tardiness place a burden on other employees and 
on the organization; poor attendance and excessive tardiness are disruptive.  Either may lead to 
corrective action, up to and including termination of employment.  If an employee fails to call in 
or show up for work for 3 consecutive shifts or days, job abandonment and voluntary 
resignation will be assumed. 

Job Elimination, Reduction in Work Hours 
Our desire is to avoid circumstances that require a reduction in hours or staff, but we also 
recognize that situations may arise where such reductions are necessary.  Depending upon the 
circumstances, we may respond in a variety of ways, including offering a voluntary reduction in 
hours or days of work, reducing your work hours or days of work, reducing the workforce, or 
reducing expenses by other means.  Among the factors we will consider in selecting employees for 
any reduced hours or reduction in force are: 
 

• Your department, location, or job; 
• Your job knowledge, skills, and ability to do the required work; 
• Your performance, attendance, and safety and corrective action history and records; 
• Your possession of licenses, registrations, and certifications required by the job; 
• Your creativity and teamwork skills, if required for the job; 
• Your demonstrated willingness to work weekends, go the extra mile for the organization, 

co-workers, and customers; and, 
• The efficiency of our operation. 

 
Evaluation of these factors is at our discretion.  When we conclude that all the factors are 
substantially equal, we will reduce the hours of or lay off the employee with the shortest term of 
service.  An immediate supervisor/manager will personally notify employees of a layoff.  After 
explaining the layoff procedure, you will be given a letter describing the conditions of the layoff, 
such as the effects on benefits, the possibility of reemployment, procedures, and any 
outplacement services.   
 
If practicable at the time of layoff or upon an employee being placed in an inactive status, we may 
provide limited re-employment rights for a period of 8 weeks.  The order of recall will be 
determined using the above factors.  An offer of re-employment may be made orally or in writing 
to the last address reflected in your personnel records.  It is your obligation to keep us informed 
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of any changes to your telephone number, email address, and physical address.  The offer will 
identify the available job and the date you are to report to work.  If you are not rehired during the 
period specified, your re-employment rights end; if you decline re-employment or fail to report on 
the date specified in an offer, you generally waive any re-employment privileges. 

Discharge 
Our philosophy and general practice is to provide employees who have completed the initial 
introductory period of employment with an opportunity to correct minor performance and 
conduct problems before discharge is implemented. 
 
The organization has a corrective action policy found in this Handbook that describes action 
management may take, at its discretion, to correct performance infractions prior to discharging 
employees.  The decision to discharge employees is based not only on the seriousness of the 
current performance infraction, but also on the individual’s overall performance record and 
length of service. 
 
We also believe that our employees should be given an opportunity to be heard in matters 
involving corrective action, including discharge, and we have provided a formal dispute resolution 
procedure found on page 13 of this Handbook for that purpose.  You are encouraged to use this 
procedure to resolve any issues you may have that cannot be resolved by consulting with your 
supervisor. 

Exit Interview 
An exit interview may be arranged to give you an opportunity to address unresolved issues before 
leaving the organization. It also allows us to solicit your opinions about our organization and any 
suggestions you may have for its improvement.  We encourage all employees invited to 
participate in an exit interview when they separate from employment to do so, and we value all 
opinions and suggestions we receive in the process. 
 
At the exit interview session, you will be given information regarding your benefit continuation 
rights and responsibilities and how you will receive your final paycheck. 

Return of Organization Property 
Upon separation from employment, either voluntarily or otherwise, you must return all 
organizational property in your possession.  Such property may include credit cards, organization 
vehicles, keys, ID cards, tools, software, electronic devices, uniforms, this Handbook, and any 
other items in your possession that belong to the organization. 
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Employee’s Notes 
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HOOD RIVER COUNTY TRANSPORTATION DISTRICT 
HANDBOOK RECEIPT ACKNOWLEDGMENT FORM 

As an employee of HRCTD, I acknowledge the following: 
 
I have been given access to the Employee Handbook.  I understand that the Handbook contains important 
information about HRCTD’s policies, work rules, and my benefits.  I have both read and understood the 
information in the Handbook and have asked a supervisor for the clarification of any information I did not 
understand. 
 
I acknowledge the Handbook is neither a contract of employment nor a guarantee of specific treatment in 
any situation; that the organization has the right to change, modify, add to, substitute, eliminate, interpret, 
and apply, in its sole judgment, the policies, rules, and benefits described in this Handbook; and that the 
current Handbook supersedes all prior handbooks, policies, and understandings related to the subjects it 
contains.   
 
HRCTD’s Board of Director’s are the only persons authorized to approve changes to the Handbook and all 
such changes must be in writing to be valid.  Any changes to the content will be communicated to 
employees via official notices. 
 
I understand that, unless stated otherwise in an employment contract, my employment relationship 
with the organization is “at-will” and either the organization or I can end the relationship at any time, 
with or without reason or notice.  The Executive Director is the only person who has the authority to enter 
into an employment contract, which must be in writing and signed by both parties to be valid. 
 
Lastly, I am aware that I may be given confidential information during my employment, including customer 
lists, proprietary organization plans, and other information.  I understand this information is critical to the 
success of HRCTD and I agree not to disseminate or use it outside of the organization, even in the event of 
my separation, either voluntary or involuntary. 
 
I also acknowledge that before signing this form, I asked for and received clarification on any of the items 
discussed above that I did not understand. 
 
 
 
 
              
Employee Signature       Date 
 
 
       
Print Employee's Name 



 

Memo 
To: Board of Directors 

From: Amy Schlappi, Executive Director  

Date: October 18, 2023 

Re: Interim Board Member 

Background 

With Darrell Roberts departure there is an interim Board of Directors position open. The board must 
appoint an eligible candidate. Whoever is selected will serve in the position until June 30, 2025. 

Staff have received one application, which has been attached to this memo. One additional application is 
expected and will be sent to you before the board meeting if received. 

Action Required 

The board should discuss or vote on appointing one of the candidates as interim board member. 



 

 

Hood River County Transportation District 
Board of Directors Application 

 

Hood River County Transportation District (does business as Columbia Area Transit) is the public 
transportation provider within Hood River County and between Gorge communities and Portland. To 
apply for a Board of Directors position at the Hood River County Transportation District please complete 
this document and email to amy.schlappi@catransit.org or deliver to the Hood River County 
Transportation District office at 224 Wasco Loop, Hood River OR 97031. 

Name: Matthew John Althoff 

Date: 10/12/23 

Email: matthewalthoff@hotmail.com  

Phone Number: 541-399-9890 

1. Where do you live in Hood River County? 

2588 Upper Highline Drive, Hood River 

2. What is your interest or goal for public transit in Hood River County? 

My interests include continuing to prioritize electric vehicles and a low-carbon footprint and expanding 
service along the I-84 and Hwy 35 corridors. I believe a good goal for CAT would be to better serve riders 
looking to commute to work from the upper and lower valley. I think CAT has a unique role in the 
community to serve historically marginalized citizens while helping support the local economy by bringing 
riders to local businesses. 

3. Describe the strength that you could bring to the Board. 
In my career as an interest rate derivatives trader, I developed a high-level ability to think critically, 
quickly quantify risk and reward, and make well-informed decisions. I believe these qualities translate well 
to any leadership position, including the CAT board.  
 

4. Have you served on other Boards before? If so, what was your experience? 

No, my only current community involvement is as an at-large member of the county budget committee. 

5. Are you willing to run for this position when it is up for re-election in Spring 2025? 
If appointed, my intention is to run for election in Spring 2025 

mailto:amy.schlappi@catransit.org
mailto:matthewalthoff@hotmail.com


 

 

Hood River County Transportation District 
Board of Directors Application 

 

Hood River County Transportation District (does business as Columbia Area Transit) is the public 
transportation provider within Hood River County and between Gorge communities and Portland. To 
apply for a Board of Directors position at the Hood River County Transportation District please complete 
this document and email to amy.schlappi@catransit.org or deliver to the Hood River County 
Transportation District office at 224 Wasco Loop, Hood River OR 97031. 

Name: Jody A. Behr 

Date: October 14, 2023 

Email: jodyabehr@gmail.com 

Phone Number: (541) 806-4733 

1. Where do you live in Hood River County? 

1509 Taylor Ave, Hood River 

2. What is your interest or goal for public transit in Hood River County? 

Promote expansion and use of CAT throughout the gorge and regionally so that it is viable for individuals 
to get rid of their cars and/or significantly reduce their use of cars for transportation.  

3. Describe the strength that you could bring to the Board. 
I am a professional civil engineer who has been working on the design (and some construction) of transit 
projects since 1994. My work has mostly been on light rail design. I bring familiarity with the transit 
sector. I’ve also lived here in the Gorge (primarily Hood River) since 1994 and have owned my own 
business here since 1996. I am part of the fabric of our community and have a lot of connections 
through my active volunteerism. I am honest and well-respected in the community. I bring my own 
perspectives and will ask questions whenever I do not understand the why’s or how’s and feel that it is 
important for the decision at hand. I am someone who sees the big picture vision, is able to dive into the 
minutia when required, and moves back and forth relatively quickly.  
 
4. Have you served on other Boards before? If so, what was your experience? 

I have never been a member of a Board but have served on several volunteer committees in Hood River. 
I served as a member of the Urban Renewal Advisory Committee from 2015 to 2020, and several years 
on a Stormwater LID (Low Impact Development) committee. I put a significant amount of effort into 



both committees and was appreciated by the public who came to the meetings, my fellow committee 
members, and City Council members. I brought applicable technical experience, listening skills, and a 
level of professionalism appreciated by others. The committee leadership was politically driven for 
individual benefit instead of the stated community objectives. The experiences were roller coaster rides 
of disappointment and frustration. I was the only committee member with the courage to speak to the 
issues. My voice was not enough for change. Both were excellent learning experiences for me. 

5. Are you willing to run for this position when it is up for re-election? 

That depends on how the first two years go. Yes, if I am offering something of benefit to the community 
that also feels good to me and is supportive of my own well-being. I have a lot to learn about the 
planning side of a public transit agency so I suspect the first year (if I am chosen) will be a huge learning 
curve. I learned a lot assisting with the CAC for the current 10-yr CAT plan and am encouraged by 
working with Chris, Amy and the other folks involved on the CAC. The 10-yr plan document is 
progressive and well crafted. I was impressed. 



 

Memo 
To: HRCTD - BOARD Of DIRECTORS 

From: Amy Schlappi, Executive Director 

Date: October 18, 2023 

Re: Approval to work with Executive Committee for Potential Land 
Acquisition Opportunities 

Background  

As the board is aware the district administrative, bus and maintenance facilities are currently over 
capacity and there is not adequate secure storage for vehicles. With the recent award of the 
Federal 5339 funding to electrify the district fleet and modify the facility to accommodate large 
buses and our growing fleet expansion of facilities will be needed. As of now staff believes that the 
most likely scenario is that the current park & ride will need to be modified into a bus storage 
facility.  If the current park & ride is redeveloped into a bus storage facility a new park & ride will 
need to be procured.  

Issues  

Staff is asking the board to approve the Executive Director to work with the Board Executive 
Committee to engage in preliminary acquisition activities to procure land or property that can be 
used as a park & ride if an opportunity arises that is close to the CAT Transit center and would 
meet district needs. 

Action Required 

The board should either approve the Executive Director to work with the Board Executive 
Committee or require the Executive Director to gain approval at a special meeting or regular board 
meeting. 

Recommendation 

Staff recommends that approval is granted so that the Executive Director can move nimbly if 
needed. 
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FREQUENTLY ASKED QUESTIONS  
FTA Real Property Acquisition and the National Environmental Policy Act (NEPA) 

 

The contents of this document do not have the force and effect of law and are not meant to bind the public in any 

way.  This document is intended only to provide clarity to the public regarding existing requirements under the law 

or agency policies.  Grantees and sub-grantees should refer to FTA’s statutes and regulations for applicable property 

acquisition and environmental review process requirements. 

 

BACKGROUND 

These frequently asked questions (FAQs) are intended to clarify and consolidate property acquisition aspects 

of federally funded transit projects as they relate to the environmental review process.  The FAQs do not 

present or establish new policy.  Instead, the answers direct the reader to existing sources of information (e.g., 

regulations, guidance, policy statements) as a means of explanation.  Refer to the cited references for 

complete guidance when consulting one of the FAQs below. 

 

Q1. WHAT REAL PROPERTY ACQUISITION RESOURCES SHOULD BE CONSULTED? 

Depending on the timing and type of real property acquisition, and prior to initiating real property acquisition, 

consult the following, as appropriate: 

 FTA Award Management Requirements (FTA Circular 5010.1E) for grant award responsibilities; 

 FTA Apportionments Notice (published annually) for FTA program policies and procedures regarding 

funding programs; 

 FTA Environmental SOP #19 (Consideration of Contaminated Properties Including Brownfields) for 

the assessment and acquisition considerations for property that is or may be contaminated; 

 FTA Dear Colleague letter on property acquisition under NEPA (Jan. 5, 2016);  

 FTA Final Guidance on the Application of 49 U.S.C. 5323(q) to Corridor Preservation for a Transit 

Project (2014); 

 FTA Master Agreement; 

 FTA Joint Development Guidance (FTA Circular 70501B); 

 FTA Environmental Impact and Related Procedures, 23 CFR part 771; or 

 Uniform Act, 49 CFR part 24.1  

Q2.  WHAT IS THE UNIFORM RELOCATION ASSISTANCE AND REAL PROPERTY ACQUISITION POLICIES ACT OF 
1970, AS AMENDED (GENERALLY REFERRED TO AS “THE UNIFORM ACT” OR “URA”)? 

The Uniform Act provides the requirements that federal agencies and project sponsors must comply with to 
acquire real property when federal funds are used in any part of a project (49 CFR part 24.)  These 
requirements apply whether real property is acquired before or after the completion of the National 
Environmental Policy Act (NEPA) environmental review process.  The Uniform Act is implemented through the 

                                                           
1 The Uniform Act does not address pre-NEPA acquisition (covered in these FAQs) and it assumes that the NEPA process is 
complete.  However, there is no difference between how property is to be acquired under Uniform Act requirements for 
property acquired before or after NEPA is complete.   

https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.transit.dot.gov/funding/apportionments
https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/consideration-contaminated-properties-including
https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/fta-dear-colleague-letter-nepa-and-property
https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/fta-final-guidance-application-49-usc-5323q-corridor
https://www.transit.dot.gov/funding/grantee-resources/sample-fta-agreements/fta-grant-agreements
https://www.transit.dot.gov/funding-finance-resources/joint-development/joint-development-circular-c-70501b
https://www.ecfr.gov/cgi-bin/text-idx?SID=52bf16e012f90c5909462e2a49081972&mc=true&node=pt23.1.771&rgn=div5
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=3a357144e3e167c4b54fe0dd721e9860&ty=HTML&h=L&pitd=20150101&n=pt49.1.24&r=PART
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=3a357144e3e167c4b54fe0dd721e9860&ty=HTML&h=L&pitd=20150101&n=pt49.1.24&r=PART
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regulations found at 49 CFR part 24.  The regulations cover requirements related to the broad categories of 
appraisal/evaluation, real property acquisition, and relocation assistance.   

Generally, the purpose of the Uniform Act is three-fold: 

 To ensure that owners of real property to be acquired for a federally-assisted project are treated 
fairly and consistently, to encourage acquisition of real property by agreement to relieve congestion 
in the courts, and to promote public confidence in federally-assisted land acquisition programs. 

 To ensure that persons displaced as a direct result of a federally-assisted project are treated fairly, 
consistently, and equitably so that displaced persons will not suffer disproportionate injury as a 
result of projects designed to benefit the public as a whole. 

 To ensure agencies implement the regulations in an efficient and cost effective manner.  (49 CFR 
24.1). 

The provisions of the Uniform Act apply to the acquisition of fee title, fee title subject to a life estate, leasing 

(where the lease term, including options for extension, is 50 years or more), permanent easements, and 

temporary construction easements (see 49 CFR 24.101(a) and (c)).  Uniform Act requirements apply when 

there is federal financial assistance in any part of project costs, per 49 CFR 24.101(b). 

Q3.  WHAT DOES REAL PROPERTY ACQUISITION INCLUDE? 

Real property acquisition involves the acquisition of interests in property necessary to construct, operate, 

and/or maintain an FTA-funded transit project or facility.  This includes acquisition of fee title, fee title subject 

to a life estate, leasing (where the lease term, including options for extension, is 50 years or more), permanent 

easements and temporary construction easements (see 49 CFR 24.101(a) and (c)).  Easements include surface 

and subsurface permissions.  FTA recommends confirming applicability with your local FTA Regional Office.  

Q4.  HOW DOES FTA’S REAL PROPERTY ACQUISITION POLICY DIFFER FROM FHWA POLICY?  

FTA and the Federal Highway Administration (FHWA) treat advance acquisition differently.  Under FTA policy, 

the acquisition typically must either fall under FTA's corridor preservation statute (49 U.S.C. § 5323(q)) or 

qualify as a hardship or protective buy categorical exclusion (CE) (23 CFR 771.118(d)(3)) to justify the advance 

acquisition.  (See Dear Colleague letter).  FHWA has a broad authority for real property advance acquisition 

prior to NEPA completion in 23 U.S.C. § 108 that applies only to FHWA projects; if an FTA project sponsor 

applies 23 U.S.C. § 108 to its project, the project may not be eligible for FTA funding.  Under FHWA policy, the 

acquisition can also occur when it is a hardship or protective buy under 23 CFR 771.117(d)(12).  

Q5.  HOW ARE REAL PROPERTY ACQUISITIONS AND BUSINESS RELOCATIONS CONSIDERED DURING THE 

NEPA PROCESS? 

If real property is to be acquired for an FTA funded transit project, the project’s NEPA documentation should 

contain a description of the property (the land, structures, location, etc.), the type of acquisition, and any 

relevant site assessment reports.  In cases where an acquisition requires the displacement of businesses or 

individuals, commitment to the provisions of the Uniform Act should be stated and followed, and the 

associated social impact analyzed as part of the environmental NEPA documentation process.  This analysis 

should identify the characteristics and needs of personal property and businesses to be displaced, describe 

inventory availability of comparable replacement dwellings and sites, discuss potential relocation challenges, 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=3a357144e3e167c4b54fe0dd721e9860&ty=HTML&h=L&pitd=20150101&n=pt49.1.24&r=PART
https://www.ecfr.gov/cgi-bin/text-idx?SID=f0161682600d819c9c21334f96d58fa1&mc=true&node=se23.1.771_1118&rgn=div8
https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/fta-dear-colleague-letter-nepa-and-property
https://www.govinfo.gov/app/details/USCODE-2011-title23/USCODE-2011-title23-chap1-sec108
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consider whether environmental justice impacts exist, and describe methods to mitigate potential adverse 

impacts from the relocation.  Temporary impacts are analyzed during the NEPA analysis, as well, and may be 

addressed through a temporary easement with the property owner. 

Q6.  WHAT IS THE APPROPRIATE TIMING TO ACQUIRE PROPERTY IN RELATION TO THE NEPA PROCESS? 

Unless an early or at-risk (hardship or protective buy) acquisition meets the conditions described in Q11 

(below), property cannot be acquired until NEPA is complete and an environmental determination or decision 

document has been issued (i.e., a combined final environmental impact statement (EIS)/record of decision 

(ROD), stand-alone ROD, finding of no significant impact, or CE determination).  This restriction is found in 

FTA’s environmental regulations (23 CFR 771.113) and includes offers to purchase the property or any other 

commitment to purchase the property or to proceed to a settlement (FTA Circular 5010.1E).  Project sponsors 

should contact their FTA Regional Office with any questions about potential timing of property acquisitions 

and their corresponding NEPA documentation.  

Q7.  WHAT ARE “PRELIMINARY ACQUISITION ACTIVITIES” RELATED TO REAL PROPERTY ACQUISITION IN THE 
CONTEXT OF THE NEPA PROCESS? 

Preliminary acquisition activities include any activity in support of or in preparation for implementing a 

program of real property acquisition.   

Project sponsors may engage in preliminary acquisition activities during the NEPA process provided the 

activities do not limit the consideration of NEPA alternatives or violate the requirements of the Uniform Act.  

Examples of allowable activities are relocation planning and preliminary discussions with property owners that 

do not result in binding agreements.  Any preliminary negotiations should be documented and include a 

statement for the property owner’s signature indicating that the owner understands the discussions to be 

preliminary and non-binding as to price and other considerations.  (See FTA Circular 5010.1E) 

Examples of allowable preliminary acquisition activities include: 

 Title Searches; 

 Right-of-way (ROW) Acquisition Cost Estimates; 

 ROW Relocation Cost Estimates or Relocation Plans;  

 ROW Plans, Exhibits, or Legal Descriptions; 

 Public Meetings or Hearings; 

 Environmental Site Assessments (ESAs); and, 

 Appraisals (see considerations in Q8 and Q10, below). 

Examples, which can be either implied or explicit, of prohibited acquisition activities during the NEPA process 

include: 

 Any offer to purchase; 

 Any negotiation to purchase; 

 Any discussion on price; 

 Any commitment to purchase or establishing any conditions of purchase; and, 

 Any commitment to proceed to settlement. 

https://www.ecfr.gov/cgi-bin/text-idx?SID=f0161682600d819c9c21334f96d58fa1&mc=true&node=se23.1.771_1113&rgn=div8
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
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Q8.  WHAT ARE THE ENVIRONMENTAL SITE ASSESSMENT (ESA) REQUIREMENTS FOR PROPERTY 

ACQUISITION CONSIDERATIONS? 

During the NEPA process, a Phase I ESA must be conducted for all properties being considered for acquisition 

as part of the project.  A Phase II or Phase III ESA should be conducted if determined necessary by the Phase I 

ESA.  Refer to FTA Environmental SOP #19 for the appropriate timing of ESAs for the different project classes 

of action (CE, environmental assessment, or EIS).  The results of all ESA(s) must be provided to the real estate 

appraiser for consideration in determining the market value of the property (FTA Circular 5010.1E).  

Q9.  WHAT MITIGATION SHOULD BE PROVIDED FOR RELOCATION AND REAL PROPERTY ACQUISITION 

IMPACTS? 

Relocation and property acquisition impacts should be avoided to the maximum extent practicable.  When 

that is not possible, relocation assistance and just compensation is appropriate in accordance with the 

Uniform Act, which establishes a policy for the fair and equitable treatment of persons displaced as a result of 

federal and federally assisted programs (49 CFR part 24.1) (see also FTA Circular 5010.1E).  Under certain 

circumstances, mitigation beyond what is outlined in the Uniform Act may be appropriate.  FTA recommends 

confirming the sufficiency of proposed mitigation for relocation or property acquisition impacts with your local 

FTA Regional Office. 

Q10. WHY IS IT RECOMMENDED THAT AN APPRAISAL BE CONDUCTED AFTER NEPA IS COMPLETED?  

While conducting real property appraisals is not a prohibited activity prior to NEPA completion, obtaining 

them prior to NEPA completion is not recommended.  Uniform Act-compliant appraisals for total and partial 

acquisitions are comprehensive and can be expensive.  Appraisals generally “expire” after six months (see FTA 

Circular 5010.1E, Ch. IV) and FTA will require new appraisals or updates (if appropriate) for use in acquisition 

after NEPA completion when the age of an appraisal exceeds six months.  Project sponsors take the risk of 

incurring duplicative valuation costs if appraisals are completed prior to the completion of NEPA.  

Additionally, Uniform Act requires the property owner to be provided with an opportunity to accompany the 

appraiser on his/her inspection of the property (49 CFR 24.102(c)(1)).  If an appraisal is being completed prior 

to NEPA clearance and the appraisal is intended to be used as the basis of just compensation for acquisition, 

the property owner must be invited to accompany the appraiser (49 CFR § 24.102(c)(1)).  However, this 

interaction raises risks because it may potentially establish inaccurate property owner expectations related to 

project need or price.  

Further, ESAs need to be provided to the appraiser prior to appraisal assignment (see Q8, FTA Circular 5010.1E 

and Environmental SOP #19).  If ESAs are not complete at the time of appraisal assignment to an appraiser, it 

may necessitate an additional appraisal of the property once the ESA is complete.   

Q11.  UNDER WHAT CIRCUMSTANCES CAN PROPERTY BE ACQUIRED PRIOR TO THE COMPLETION OF NEPA 

(I.E., ADVANCE or EARLY ACQUISITION)? 

There are two categories of limited exceptions to FTA’s usual prohibition on a project sponsor acquiring real 

property prior to the completion of the environmental review process: corridor preservation and 

hardship/protective acquisitions.   

https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/consideration-contaminated-properties-including
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=3a357144e3e167c4b54fe0dd721e9860&ty=HTML&h=L&pitd=20150101&n=pt49.1.24&r=PART#se49.1.24_11
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/consideration-contaminated-properties-including
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 Corridor Preservation: Right-of-Way (ROW) property may be acquired for a transit project prior to the 

completion of NEPA under certain circumstances and at the project sponsor’s risk.  Refer to FTA 

Corridor Preservation Guidance for a definition of ROW, examples of ROW acquisitions, and FTA’s 

expectations and requirements for ROW acquisition.  Any ROW acquisition should follow applicable 

requirements of the Uniform Relocation Act and its implementing regulation at 49 CFR part 24. 

 Hardship or Protective Acquisition: To avoid undue prejudicing of the alternatives under consideration 

for the transit project, hardship and protective acquisition are permitted only for a particular parcel or 

a very limited number of parcels.  Further, to utilize the protective acquisition exception, FTA requests 

proof there are imminent development plans that are incompatible with the grantee's plan for the 

property (e.g., zoning change application, filed building permits).  A “for sale” property listing is not 

sufficient to meet the protective acquisition threshold.  Contact your local FTA office for approval prior 

to applying this exception. This acquisition may qualify for a CE only when the acquisition will not limit 

the evaluation of alternatives, including shifts in alignment for planned construction projects, under 

the NEPA process.  Also, no project development on the acquired property may proceed until the 

NEPA process has been completed.  See 23 CFR 771.118(d)(3) for the Hardship and Protective 

Acquisition CE. Any acquisition undertaken under this exception must comply with applicable Uniform 

Act requirements (49 CFR part 24).   

Q12.  CAN A PROJECT SPONSOR ENGAGE IN ADVANCE OR EARLY ACQUISITION OF REAL PROPERTY PRIOR TO 

THE COMPLETION OF NEPA IF ONLY LOCAL FUNDS (NO FEDERAL FUNDS) ARE USED TO ACQUIRE REAL 

PROPERTY? 

No, a project sponsor cannot engage in advance or early acquisition prior to NEPA completion unless one of 

the previously discussed exceptions apply (see Q11).  The source of funds for the real property or corridor 

preservation acquisition is not the determining factor when considering whether the acquisition is allowed 

prior to the completion of the environmental review process.  If there is or will be federal financial assistance 

in any part of project costs, NEPA and Uniform Act compliance is required, even if only local funds are used for 

the real estate acquisition portion of the project.   

Q13.  WHAT ARE THE IMPORTANT FACTORS TO CONSIDER WHEN PURCHASING A PROPERTY WITH LOCAL 
FUNDS THAT DOES NOT HAVE A KNOWN OR IMMEDIATE CONNECTION TO A FUTURE FTA FUNDED 
PROJECT?  COULD THIS PROPERTY BE USED FOR A FEDERALLY-ASSISTED PROJECT THAT IS IDENTIFIED 
LATER?   

If there is no clear, certain or reasonably foreseeable connection of the property acquisition to a future FTA 

funded project (i.e., the project is not in the Transportation Improvement Program (TIP) or long range plan), 

then the property does not need to adhere to the Uniform Act and FTA real property acquisition 

requirements.  However, it is recommended to comply with the Uniform Act to ensure the acquisitions qualify 

for future federal participation, if determined to be an eligible project cost. 

Whether the property can be used for a future federally-assisted project is highly dependent on the individual 

circumstances of when, how, and why a project sponsor acquired a specific property.  FTA would need to 

individually review such “historical” acquisitions to determine if the intent of the acquisition was for a 

federally funded program or project, in which case the provisions of the Uniform Act would apply.  

https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/fta-final-guidance-application-49-usc-5323q-corridor
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=3a357144e3e167c4b54fe0dd721e9860&ty=HTML&h=L&pitd=20150101&n=pt49.1.24&r=PART
https://www.ecfr.gov/cgi-bin/text-idx?SID=f0161682600d819c9c21334f96d58fa1&mc=true&node=se23.1.771_1118&rgn=div8
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=3a357144e3e167c4b54fe0dd721e9860&ty=HTML&h=L&pitd=20150101&n=pt49.1.24&r=PART
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To determine whether a locally funded acquisition should follow Federal standards, project sponsors should 

contact their local FTA Regional Office.  FTA staff may request supporting documentation to clarify the intent 

and timing of the acquisition.  This step is important because if the FTA Regional Office determines the real 

property was purchased with the intent to use it for a later Federal project, but the Uniform Act was not 

followed, it is highly likely the FTA would not be able to participate in the project. 

Q14.  CAN A LOCAL PROPERTY ACQUISITION BE TREATED AS A LOCAL MATCH FOR AN FTA GRANT?  

Local funds expended by the project sponsor before the date of pre-award authority are not eligible for 

reimbursement or credit as a local match (FTA Apportionments Notice).  The exception to this policy is right-

of-way acquisition for corridor preservation, which would be considered an in-kind match and could be 

acquired prior to pre-award authority at the project sponsor’s risk.  Refer to FTA’s Corridor Preservation 

Guidance for more information on this exception, including conditions. 

Another exception is the use of contributions under the Office of Management and Budget’s cost-sharing or 

matching regulation (2 CFR 200.306).  In cases where property contributions are being applied to an FTA 

project, the contribution must meet all criteria found at 2 CFR 200.306(b).  Additionally, eligibility for FTA 

funding and considerations FTA would use to determine who may receive an FTA grant award will be 

described on a case-by-case basis under an applicable FTA notice of funding opportunity, consistent with 2 

CFR 200.306.  

Q15.  WHAT IS THE PROCESS FOR ACQUIRING AND USING REAL PROPERTY FOR FTA FUNDED JOINT 
DEVELOPMENT PROJECTS? 

For FTA funded joint development projects, real property must be acquired, managed, and used in accordance 

with the Uniform Act (49 CFR part 24) and the acquisition guidelines provided in these FAQs.  Please also refer 

to the FTA Master Agreement and FTA Award Management Requirements Circular 5010.1E. 

Project sponsors can pursue joint development through new grants or of property previously acquired with 

FTA assistance.  Eligible joint development expenses can be funded through all of FTA’s capital grant programs 

and, as with any capital project, FTA grant funds may be used for real property acquisition, among other 

capital activities.  To be eligible for funding, a stand-alone joint development or a joint development within a 

larger project must satisfy the eligibility requirements in the definition of capital project at 49 U.S.C. § 

5302(3)(G). 

See the most recent edition of FTA Circular 7050.1B, Joint Development Guidance, for additional information.  

Q16.  WHAT IS THE PROCESS FOR THE DISPOSITION OF REAL PROPERTY? 

Disposition is defined as:  The settlement of the federal interest in project property that is no longer needed for 

the originally authorized purpose (FTA Circular 5010.1E).  When real property is no longer needed for any 

transit purpose, the project sponsor requests instruction for disposition from FTA.  FTA may approve the use 

of the property for other purposes.  Refer to Chapter IV of FTA Circular 5010.1E for the appropriate 

procedures.  NEPA compliance, along with Section 106 and other environmental approvals, is not needed for 

disposition actions.  Project sponsors should coordinate with their local FTA Regional Office on disposition 

instructions. 

https://www.transit.dot.gov/about/regional-offices/regional-offices
https://www.transit.dot.gov/funding/apportionments
https://www.transit.dot.gov/regulations-and-guidance/environmental-programs/fta-final-guidance-application-49-usc-5323q-corridor
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=3a357144e3e167c4b54fe0dd721e9860&ty=HTML&h=L&pitd=20150101&n=pt49.1.24&r=PART
https://www.transit.dot.gov/funding/grantee-resources/sample-fta-agreements/fta-grant-agreements
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e
https://www.transit.dot.gov/JointDevelopment
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/award-management-requirements-circular-50101e


 
 

 
 
 
 
 
 
 
 
 
 
 

September 2023 Opera�ons Report 

Safety Scores 
Category September 2023 August 2023 July 2023 June 2023 
Overall Safety Score 89 88 91 92 
Crashes 0 0 0 0 
Harsh Events 6 8 3 7 
% Speed -Moderate 
% Speed- Heavy 
% Speed - Severe 

1.8% 
0.1% 
0.06% 

2.2% 
.2% 
.06% 

1.7% 
.1% 
.05% 

1.3% 
.09 
.04% 
 

 

• Safety Score has Increased to 89. This is due to decreased harsh events, moderate and heavy speeding. 
• Percentage of over speed limit is defined by the percentage of drive �me where speeding occurred.  

Opera�ons Data 
Category September 2023 August 2023 July 2023 June 2023 
Fixed OTP   PENDING PENDING 
DAR OTP   PENDING PENDING 
Hours Driven 1,111 1,389 1,464 1,549 
Miles Driven 37,590 47,097 48,506 53,279 
Fuel Cost $18,899 $21,660 $20,135 $23,053 
Fuel Cost per Mile $0.50 $0.46 $0.41 $0.43 
• Staff is expec�ng to have accurate OTP data at the October Board Mee�ng. 

Reported Incidents 
Category September 2023 August 2023 July 2023 June 2023 
Formal Customer 
Complaints 

3 0 1 
 

0 

Vehicle Incidents 6 2 0 2 
Customer Incidents 7 0 1 1 
Vandalism 0 0 0 0 

 

• Formal Complaints: 
o Customer called frustrated that the posted schedules at Cascade Locks and the CAT website are 

confusing. Staff removed all nonessen�al info from bus stop and working on outreach in 
Cascade Locks to reduce confusion. 

o Driver hit curb turning into Walmart and passenger hurt their back due to bump. Claim is being 
finalized by insurance. This was a formal complaint. 



o Passenger is claiming damage to electric wheelchair due to not being fully strapped in. Claim is 
being finalized by insurance. This was a formal complaint. 

• Vehicle Incidents: 
o Hubcap fell off vehicle and was runover by truck behind the bus who ran over hubcap. Claim is 

being finalized by insurance. All hubcaps have been removed from vehicles as a precau�onary 
measure. 

o All other incidents were small and handled internally. 

Other updates: 

• Prepping for winter season. Discussing op�ons for new bus stop loca�on for teacup. Prepping vehicles 
for snow. 

• Auc�oning vehicles: currently selling 1 gillig and office truck with plow. 
• Dispatch report: We have made the change back to Unite. Amy nego�ated new pricing with 

downtowner to con�nue using the Dial a Ride feature. 

 

 

 

EMPLOYEE OF THE MONTH 

 
Tiah Mayhew 



Sep. 23 Aug. 23 Jul. 23 Jun. 23 May. 23 Apr. 23 Mar. 23 Feb. 23 Jan. 23 Dec. 22 Nov. 22 Oct. 22 Sep. 22
Dial-A-Ride 354 315 305 289 300 262 312 318 266 244 216 228 236

Upper Valley 436 551 525 598 570 495 505 341 402 375 414 436 409
The Dalles 0 0 0 477 420 437 398 340 308 292 384 347 387

Hood River Connector 68 95 116 54 43 35 39 43 21 27 43 50 162
Hood River City 1848 2016 2148 1737 1664 1725 1630 1401 1300 1103 1296 1467 1665
Cascade Locks 2 134 89 64 82 53 71 71 56 69 53 41 27

Columbia Gorge Express 3456 5226 5187 3749 2916 2627 2699 2034 1841 1515 2043 2944 3231
Gorge to Mountain 0 0 0 NA NA NA 2090 2247 2510 1063 NA NA NA

Dog Mountain 0 0 0 793 2104 205 NA NA NA NA NA NA NA
White Salmon Wknd 24 108 94 NA NA NA NA NA NA NA NA NA 95

All Routes 6188 8445 8464 7761 8099 5839 7744 6795 6704 4688 4449 5513 6212

Sep. 23 Aug. 23 Jul. 23 Jun. 23 May. 23 Apr. 23 Mar. 23 Feb. 23 Jan. 23 Dec. 22 Nov. 22 Oct. 22 Sep. 22
Dial-A-Ride 180 113 93 105 110 93 207 171 189 56 39 63 74

Upper Valley 165 190 165 181 182 165 189 157 173 180 165 178 180
The Dalles 0 0 0 112 115 110 116 103 111 106 110 114 103

Hood River Connector 40 41 41 39 41 40 41 37 40 28 40 42 51
Hood River City 333 339 332 327 336 323 356 322 345 334 314 334 396
Cascade Locks 8.3 38 33 36 36 33 38 32 35 42 38 42 60

Columbia Gorge Express 548 725 725.4 702 508 491 502 454 486 542 508 543 650
Gorge to Mountain 0 NA NA NA NA NA 371 383 405 NA NA NA NA

Dog Mountain 0 NA NA 129 166 37 NA NA NA NA NA NA NA
White Salmon Wknd 12 32 44 NA NA NA NA NA NA NA NA NA NA

All Routes 1286.3 1478 1433 1631 1494 1292 1820 1659 1784 1288 1214 1316 1514

Sep. 23 23-Aug Jul. 23 Jun. 23 May. 23 Apr. 23 Mar. 23 Feb. 23 Jan. 23 Dec. 22 Nov. 22 Oct. 22 Sep. 22
Dial-A-Ride 2.0 2.7 3.3 2.8 2.7 2.8 1.5 1.9 1.4 4.4 5.5 3.6 3.2

Upper Valley 2.6 2.9 3.2 3.3 3.1 3.0 2.7 2.2 2.3 2.1 2.5 2.4 2.3
The Dalles 0.0 0 0.0 4.3 3.7 4.0 3.4 3.3 2.8 2.8 3.5 3.0 3.8

Hood River Connector 1.7 2.3 2.8 1.4 1.0 0.9 1.0 1.2 0.5 1.0 1.1 1.2 3.2
Hood River City 5.5 6.2 6.5 5.3 5.0 5.3 4.6 4.4 3.8 3.3 4.1 4.4 4.2
Cascade Locks 0.2 3.4 2.7 1.8 2.3 1.6 1.9 2.2 1.6 1.6 1.4 1.0 0.5

Columbia Gorge Express 6.3 6.8 7.2 5.3 5.7 5.4 5.4 4.5 3.8 2.8 4.0 5.4 5.0
Gorge to Mountain NA NA NA NA NA NA 5.6 5.8 6.1 NA NA NA NA

Dog Mountain NA NA NA 6.1 12.7 5.5 NA NA NA NA NA NA NA
White Salmon Wknd 2 3.3 2.1 NA NA NA NA NA NA NA NA NA NA

All Routes 4.8 5.7 5.9 4.8 5.4 4.5 4.3 4.1 3.8 3.6 3.7 4.2 4.1

Ridership

Hours of Service

Boardings Per Hour
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