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100-01 Functions of this Manual 

 
Effective Date 
 
May 1, 2009 
 
Policy 
 
It is a policy of Lee County’s Transit Department - LeeTran - that this manual is designed, and is intended to be 
used as, a working outline of departmental policies, practices and procedures for the organization.  These 
policies, practices, and procedures are meant to supplement the Lee County Manual.  This manual is not 
intended, nor shall it be construed to alter the employment-at-will relationship in any way. Refer to Lee County 
Policy 003 – Employment-at-will for further details.   
 
The primary purpose of this manual is to ensure that all employees of LeeTran are dealt with in a consistent 
and fair manner, and that all personnel policies and practices are applied evenly.  
 
General Provision 
 

1. This manual contains general statements of county and departmental policy designed to serve as a 
framework. It should not be read as to include the fine details of each policy, or as forming an 
express or implied contract or promise that the policies discussed in it will be applied in all cases.  
The county may add, revoke or modify policies in the manual as needed. 

 
2. Employees are encouraged to submit suggestions to the director or designee when policies need 

to be amended or changed to reflect the current working conditions and/or practices. 
 

3. The Department Director, or designee, is responsible for recommending, developing, revising, and 
implementing departmental policies. 

 
Supervisors and employees should refer to the manual whenever questions of policy arise.  Issues needing 
clarification should follow the chain of command. 
 
This manual is developed to implement standard operating procedures on a departmental basis needed to 
meet operational needs, consistent with the general framework provided in the County Policy Manual. 
 
Additional guidance will be provided by management in instances where additional clarification is needed.  
This guidance will be provided to employees in memos, directives and other communications which are meant 
to supplement these procedures.    
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200-01 Half Fare Discount Card 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish eligibility and procedures for the elderly, disabled persons, and full-
time students to be charged passenger fares not to exceed one-half the full fare rate. 
 
Procedure 
 
Any person presenting a Medicare card to the bus driver (duly issued to that person pursuant to Title II or XVII 
of the Social Security Act), will be eligible for half-fare. 
 
Any person presenting a LeeTran photo identification fare discount card to the bus driver which has been duly 
issued to that person will be eligible for half-fare. 
 
Obtaining a Lee Tran Photo Identification 
Fare Discount Card 
 
In order to obtain a LeeTran photo identification card, a person must present two (2) forms of identification, 
including a government-issues photo I.D. card, and one of the following to the Rosa Parks Transportation 
Center: 
 

 Proof of age of 65 years or older 

 A statement from a doctor, health care professional, governmental agency or a letter from an 
approved social agency stating the person is disabled. 

 A Medicare card 

 Proof of full-time student registration 
 
The applicant will pay a $1 (one dollar) fee for the photo identification card, which may be waived at the 
discretion of the Transit Director or his designee.  
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200-02 Lost and Found Articles 

 
Effective Date 
 
August 15, 2002, Revised August 6, 2013 
 
Purpose 
 
The purpose of this policy is to establish standards for handling lost and found articles found on Lee County 
property and establish a safety and security protocol for handling such articles. 
 
Procedure 
 
Lee Tran will make a reasonable attempt to return lost items to their owners. 
 
All lost, found, and recovered items will be held at the LeeTran main office at 6035 Landing View Rd. Fort Myers, 
Florida in accordance with the state retention schedule and be disposed of after 90 days.  
 
Staff handling lost and found will wear non-latex gloves to protect themselves from foreign matter.  Staff must 
exercise caution when handling suspicious articles of any kind.  Such articles must be immediately reported to a 
supervisor before handling. 
 
All articles found on LeeTran buses or on county property will be turned in to a supervisor as soon as reasonably 
possible at either the Rosa Parks Transportation Center or at the main LeeTran facility.  Articles found will be tagged 
by a staff member, when possible, with the date; time, bus/route number (if applicable) and other information to 
assist in locating the owner of the article.  A supervisor will be notified of the article.  All articles will be retained at 
the Landing View office and will be disposed of accordingly, when the retention time has expired.  
 
All food and/or perishable items will be disposed of immediately.  These items will not be tagged or retained. 
 
Bicycles will be returned to and held at the main LeeTran facility.  A staff member will tag the bicycle with the date, 
time, bus/route number and other information to assist in locating the owner.  LeeTran will dispose of abandoned 
bicycles if unable to identify or locate the owner after the 90 day retention period.  
 
Articles containing cash, coins, credit cards or other valuables turned into the Rosa Parks Facility, will be recorded by 
a Customer Service Agent on a “Lost and Found Valuables Report”.  This report will accompany these types of 
articles when processed.  Cash will be counted and verified by two Customer Service personnel and verified by two 
signatures with the amount of money recorded on the “Lost and Found Valuables Report”.  Credit cards will also be 
recorded by type of card (Visa, Mastercard etc.) and owner’s name.  Other valuables will be listed accordingly on the 
report as well.  These articles will be entered into Lee Trans Daily Operational Log Lost and Found file showing 
temporary retention in the Rosa Parks Facility office safe.  These articles along with the “Lost and Found Valuables 
Report” will be bagged and immediately dropped into the Rosa Parks Safe in the Managers office.  Items will be 
retained in the safe at the Rosa Parks Facility for 30 days.  If unclaimed within 30 days, these articles will again be 
verified by two signatures and transported to the safe at the Landing View Facility office by a supervisor.  The Lee 
Tran Daily Operational Log Lost and Found file will be updated reflecting transportation to and retention at the 
Landing View Facility.  A supervisor at Landing View will verify any cash or credit cards received and sign for the 
items.  All items with cash or credit cards will be placed in the safe at landing View until the retention period ends. 
When the retention period ends for any cash, the finance department will be notified and all cash will be deposited 
into the Lee Tran Operational Fund by Lee Tran finance.  Credit cards will be destroyed after the retention period 
ends.  
 
Persons claiming any lost and found “valuables” at the Rosa Parks Facility are subject to proper verification by 
management.  They must do so between the hours of 6 AM and 4 PM Monday thru Friday only.  
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200-03 Security  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to ensure that proper measures are taken for the security of personnel and 
property. 
 
Procedure 
 
All employees are expected to assist in maintaining the security of County personnel and property.  Employees 
observing security concerns, unsafe conditions, threats or potential losses must report the situation to a 
supervisor immediately.      
 
Buses, Trolleys, Vans 
 
Only fare-paying passengers, bus drivers, supervisors, maintenance personnel, auditors and fiscal personnel 
are permitted on buses while on duty. 
 
Administration Buildings 
 
No unauthorized persons shall be allowed beyond the reception/lobby areas of the administration buildings. 
Authorization beyond the reception area will only be allowed in connection with official county business. 
Operations staff will allow access into the rear fenced area of the facility through the controlled access gate.  
Only authorized personnel are permitted access through the gate upon proper identification.  Operations will 
monitor access. 
 
The vault is a secured area and only the Transit Director, fiscal personnel or designees are permitted access. 
 
Maintenance Area 
 
The maintenance offices, maintenance work bays and inventory parts room shall be accessible to only 
authorized personnel.  The LeeTran Manager of Transit Maintenance will control access to these areas.  
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200-04 Customer Feedback Policy 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish standards for handling feedback received from LeeTran stakeholders.  
This policy contains a specific procedure for addressing comments. 
 
Procedure 
 
It is the goal of LeeTran to provide safe, reliable transportation to the residents and visitors of Lee County.  
LeeTran recognizes that feedback is an important source of information that can be used to improve every 
aspect of our service.  In order to optimize the benefit obtained from this feedback, a process has been 
established for handling this feedback. 
 
LeeTran’s Customer Service staff operates a call center located at the Rosa Parks Transportation Center, 2250 
Widman Way in Fort Myers.  The center operates Mondays through Saturdays.  This center is our main call 
center and customers are encouraged to call into this office and provide feedback, complaints and/or concerns 
regarding customer service, driver issues, bus stop locations and other services.   
 
Staff answering the telephone will strive to handle calls quickly, minimizing the wait time for customers 
providing feedback as much as possible.  All customer feedback regarding transit service will be handled 
through the Rosa Parks Customer Service Center and all ADA service related calls will be forwarded to the 
Passport office.   
 
Staff will record details of the conversation.  All serious complaints and concerns requiring immediate 
attention will be forwarded to the Customer Service Center Manager or ADA Operations Manager as soon as 
possible.  All feedback will be reviewed by the Customer Service Center Manager and Operations Manager.  
The Operations Manager will notify the Department Director of any complaint that may require immediate 
attention or action. 
 
Completed complaint forms upon review by the Customer Service Center Manager will be forwarded to 
Operations at the main LeeTran location.  The Senior Supervisor or designee will assign the complaints to an 
Operations Supervisor.   ADA Passport will track customer complaints.  All feedback will be reviewed by the 
ADA Operations Manager and reported to the director or Deputy Director.    
 
All feedback will be tracked and assessed.  
 
To further provide opportunities for feedback, LeeTran will maintain printed comment cards on all revenue 
vehicles at all times. 
 
LeeTran’s Maintenance staff will be responsible for ensuring that a locking suggestion box with signage is 
permanently installed in all revenue vehicles, and a master locking box in installed on the exterior of the 
administration building near the cash vault. 
 
The driver of each vehicle will be responsible for ensuring that the suggestion box has an adequate supply of 
comment cards in the side pocket. 
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On a weekly basis, Maintenance personnel will transfer the contents of the vehicles’ suggestion boxes to the 
master box at the time the vehicle is probed. 
 
Operations staff will be responsible for retrieving the cards from the master box and sending them to the 
Customer Service Manager at Rosa Parks. 
 
The Customer Service Manager will review all comments and enter those that require action into the Civicall 
program. The manager will enter all responses into a database and produce monthly reports and distribute to 
senior management. 
 
Complaints 
 
 All complaints received by Lee Tran will be addressed.  Upon forwarding a complaint to the main LeeTran 
office or Passport office, staff will refer the complaint to the appropriate supervisor for action.  All complaints 
will be investigated by the Customer Service Center Manager or an Operations Supervisor.  Employees will be 
given the opportunity to address complaints and provide additional information.  As a result of any violations 
of Lee County or LeeTran policy, a corrective action may result in coaching, counseling or progressive discipline 
up to and including termination.   
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200-05 Fixed Route Compliance with ADA 

 
Effective Date 
 
May 1, 2009, Revised October 30, 2013 
 
Purpose 
 
The purpose of this policy is to ensure all LeeTran operations and maintenance personnel are aware of and 
comply with certain statutory requirements regarding the transportation and assistance of persons with 
disabilities.  
 
Procedure 
 
Maintenance personnel will assure that all LeeTran facilities and vehicles are maintained so that they are 
accessible and useable by persons with disabilities.  All vehicles with accessible features shall be repaired 
promptly. 
 
Operator’s supervision shall assist any person who seeks accessibility information by telephone with accurate 
transit information. 
 
All personnel shall assist any person with disabilities who wishes information as to route, schedule or other 
transit information. 
 
All wheelchairs must be secured in a designated space on the vehicle.  The operator is required to leave his/her 
seat to assist individuals with disabilities with securing the wheelchair and/or boarding and alighting.  A 
passenger may refuse assistance.  
 
Operator will ask any person sitting in a seat designated for use by elderly or handicapped to move to another 
seat, in order to allow proper seating or securing of persons with disabilities.  If the person will not move upon 
request to do so, the operator will notify supervisor.  
 
A person with disabilities cannot be denied passage.  A wheelchair user cannot be denied passage even if the 
mobility aid cannot be satisfactorily secured or restrained.  An operator may suggest that the wheelchair user 
transfer to a seat if the wheelchair cannot be secured.  The operator will contact dispatch and make a note of 
this on the pre-trip inspection, returning it to the supervisor at the end of the shift. 
 
If requested, operators are required to allow passengers to use the vehicle’s ramp or lift to enter or disembark 
the vehicle, provided that such deployment of use is in a safe location.  
 
Operator shall announce stops as designated by route including transfer points with other fixed routes, major 
intersections, destination points, and at regular intervals along routes.  Operator will announce any stop upon 
request.  Operator will use both the internal and external speakers provided on the vehicle.  
 
Operator will permit all service animals to board vehicle.  Operator can elect to ask the passenger if the animal 
is a “service animal.”  
 
Operator will make full use of all vehicle features that assist persons with disabilities. 
 
Operator will permit persons with oxygen respirator or portable supply to enter vehicle. 
 
Operator will allow adequate time for persons with disabilities to board or disembark vehicle. 
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200-06 Smoking Policy  

 
Effective Date 
 
February 8, 2010, revised August 6, 2013 
 
Purpose 
 
The purpose of this policy is to ensure LeeTran complies with the Florida Clean Indoor Air Act, as amended (s 
386.204, FS).  
 
Procedure 
 
Florida is a clean air state.  Smoking in not allowed on buses or in bus shelters.  Employees may not smoke in 
county vehicles. 
 
The State of Florida under the provision of the Florida Clean Indoor Air Act, as amended (s 386.204, FS) 
prohibits smoking aboard LeeTran buses.  Smoking is also prohibited within 25 feet of any door opening of a 
public facility including bus shelters and in county vehicles.  Failure to comply with the law can result in a fine 
or other enforcement actions by law enforcement.  County employees may be subject to corrective 
disciplinary action. 
 
LeeTran prohibits the use of electronic cigarettes, e-cigarettes, e-cigars, personal vaporizers, or PVs of any type 
or description in any LeeTran public area, transit vehicle, bus or terminal.  These devices are banned whether 
or not they emit steam, smoke, odor, chemicals or any other type of element that is exhaled when in use. 
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Section 300 – Employee Operating Procedures 
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300-01 Driver Operation Procedure  

 
Effective Date 
 
May 1, 2009, Revised August 6, 2013 
 
Purpose 
 
The purpose of this policy is to provide drivers with procedures to follow in carrying out their daily duties. 
Additional guidance will be provided by management as needed.    
 
Procedures – All Operators 
 
Corrective Actions- Bus operators who violate any of the job functions and/or rules listed below will be subject 
to progressive discipline up to and including termination. 
 
It is the responsibility of the operator to devote full attention to the safe, smooth and efficient operation of 
equipment and to avoid discomfort or inconvenience to the passengers.  Subject to orders of supervisors, the 
operator has charge of the bus and is responsible for: 
 

 Observance of schedules and time points 
 

 Knowledge and observance of traffic laws and safety regulations.  All safety sensitive employees are 
required to immediately notify management of any traffic violations received.    

 

 All mass transit vehicles must be operated with passenger doors closed any time the vehicle is in 
motion.   

 

 The collection and proper accounting of all fares and passes as required.  When very young or elderly 
find it unsafe to cross a busy or dangerous highway, it is acceptable to allow passengers to ride 
through. 

 

 Proper display of all required signs and identification. 
 

 Whenever new equipment is added to existing buses or vehicles, including trolleys, vans and other 
vehicles, training is needed. Training will be offered and will be considered mandatory.  The operation 
of new equipment is part of the operator’s performance of his/her duties. 

 

 Special instructional/retraining classes will be conducted by the department whenever it is deemed to 
be in the best interest of the transit system.  Attendance by bus operators is mandatory. 

 

 Attendance will be required for all drivers and/or staff at meetings designated mandatory by the 
director or designee, including training for new procedures and changes in routes, fares, etc. 

 

 All property issued to the individual employee for the performance of his/her duties is the property of 
LeeTran and will be returned to LeeTran at the time of separation.  Lost or damaged property must be 
reported by the employee to his supervisor. 

 

 All operators must wear seat belts while operating transit vehicles. 
 
Emergency Flashers – In accordance with state law, operators are required to use the four-way emergency 
flashers when approaching an intended bus stop, while loading or de-boarding passengers.  The four-way 
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flashers must also be used at railroad crossings, during breakdowns, or at any time when the operator needs 
to alert other motorists of his presence.  The operator must discontinue their use when not needed. 
 
Rear Door Interlock - The rear door interlock will not be used as a method of stopping or holding the vehicle at 
a traffic light.  Also when securing the vehicle, the interlock must not be activated. 
 
Speed in Yard and Transfer Centers - It is essential for all employees to maintain the 5 mph speed limit. 
 
Taking the assigned buses - All operators will take the bus that is assigned to him/her by the supervisor.  Never 
assume that the regular bus is on the run, but rely on the notation made on the schedule board for the daily 
assignment.   
 
Railroad Crossing - All bus operators will come to a complete stop fifteen to fifty feet (15’-50’) before all 
railroad crossings.  Driver’s window must be open and door may be open to look and listen for any sign of a 
train before crossing the tracks.  All buses must employ their four-way flashers throughout the crossing and 
while slowing to prepare for such a crossing.  This is mandatory while the bus is in or out of service. 
 
Backing the bus - Operators must not put themselves in a position where backing the bus becomes necessary.  
If the occasion should arise, the operator will first call and notify a supervisor. Operators will back a coach only 
with the aid of a supervisor, another employee, fire personnel or law enforcement officer unless otherwise 
instructed to do so by a supervisor or law enforcement personnel. 
 
Routes - All regularly scheduled revenue routes must be run exactly as instructed on the left-right sheet, 
paddle, manifest and/or other written instruction provided.  Recognizing that meet times may need to be 
accommodated and in order to promote excellent customer service practices, operators will communicate the 
needs of passengers to make connections.  Operators are required to hold up to three minutes at major 
connection points, if necessary.  Operators will communicate this information to dispatch.   
 
Deviations - Route deviations are not permitted except in case of emergency conditions, road detours or upon 
instruction from operations.  ADA drivers will run in accordance with their manifest.  Any operator who 
encounters a condition which requires a change of normal routing must notify the dispatcher as soon as 
possible to obtain authorization.   
 
Bus Stops - Operators will use designated bus stops in commercial areas and posted stops in residential areas, 
but flexibility is allowed when warranted, provided it is done safely.  Operators are required to announce 
major bus stops, bus destinations and transfer locations.  An operator must stop at all marked bus stops if 
passengers are waiting.  If an operator is unable to accommodate a passenger, bicycle or wheelchair, the 
operator is required to communicate this to the passenger and notify dispatch immediately.   
 
Entering/Leaving Bus Stops or Terminals- Operators will use caution and good judgment to ensure passenger 
safety when approaching and leaving bus stop locations. Operators will make certain that passengers are 
secure before pulling away from bus stops; operators will verify that passengers are seated and or holding on 
securely before moving the bus. Smooth operation is paramount to avoid potential falling incidents during the 
time passengers are on board. 
 
Standee Line- Passengers shall not be permitted in stepwells of any bus while bus is in motion, or to occupy 
the area forward of the standee line. 
 
Schedule Times - Schedules are to be kept as closely to time points as possible, but not at the cost of unsafe 
operation.  Operators are expected to follow all applicable traffic laws.  Schedule concerns will be 
communicated to supervisors or dispatcher.  
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Running Hot - Running hot is defined as arriving at scheduled stops ahead of scheduled times.  This practice is 
unacceptable.  If an operator is running hot, the operator must notify dispatch immediately and adjust their 
time at the next major transfer point or proceed as instructed.  
 
Late on Schedule – Drivers are expected to adhere to their schedule.  If an operator falls behind schedule, 10 
minutes or more, the operator will contact dispatch for instruction.  ADA drivers must notify dispatch 
immediately if unable to adhere to the manifest time.  NO OPERATOR WILL CUT ANY PART OF A TRIP UNLESS 
INSTRUCTED TO DO SO BY A SUPERVISOR. 
 
Leaving the Bus- Operators are to refrain from leaving bus while in service, except for emergencies and/or on 
a layover.  In cases where it is permissible to leave the bus, the operator must contact the dispatcher or 
supervisor to obtain permission before leaving the bus.  Buses must never be left unattended in an unsafe 
condition at any time.   
 
Knowledge of Routes and Schedules - All operators are expected, as part of their job knowledge, to be familiar 
with the system schedules and transfer points.  All operators are expected to be completely familiar with the 
routes they operate.   Operators bidding stand-by work must be completely familiar with all LeeTran routes 
and the Lee County area.  Management reserves the right to assign any work. 
 
Deadheading - Deadheading is defined as the time when the LeeTran bus is operating out of revenue service 
and/or designated by a supervisor.  All operators will follow instructions outlined on the left-right sheet, 
paddle, manifest or as directed by a supervisor and/or dispatch.  Operators will notify dispatch at the start of 
deadhead or when ending revenue service and entering into deadhead service at the end of shift. 
 
Use of Lift/Ramp - Drivers will assist passengers with special needs, including persons utilizing mobility devices 
on LeeTran buses. Bus operators will leave their seat to perform this assistance when necessary or if 
requested. This includes assisting passengers who are boarding and alighting the bus and with mobility device 
securement.  If a driver is unable to render assistance to a passenger, dispatch must be immediately notified.  
(ADA is door-to-door service and follows established protocol provided to ADA employees.)   
 

 Carefully pull to a bus stop, out of traffic if possible, flashers on, parking brake on. 

 Kneel vehicle, lower ramp and assist passenger onto bus if needed 

 Securely strap and tie down the mobility aid utilizing the four-point restraints at approximately 30 to 
45 degree angle to the floor and tighten all tie down straps until no slack remains in the straps.  
Operators must communicate to dispatch or supervisor any passengers refusing shoulder restraints.   

 Operators will secure 3 wheel mobility devices using a 4 point restraint with straps located at 
approximately a 30 to 45 degree angle from the floor.  Stoke Straps must also be used each and every 
time a 3 wheel mobility device is secured in conjunction with a 4 point restraint, these straps should be 
placed in locations that will reduce the chance of a tip over.  All tie down straps must be tightened 
until no slack remains in the straps. 

 Operator will communicate with passenger during loading, letting passenger know what is being done 
during the process. 

 When de-boarding the wheelchair passenger, operators must inform the passenger of what actions 
are being taken.  Operators will stop at an area where the wheelchair can be easily maneuvered away 
from the bus stop. 

 
Passenger Relations - The bus operator, as the front line representative of Lee County Transit, must always 
strive to help further the cause for Mass Transit in Lee County.  The bus operator’s daily conduct may have 
either a positive or negative effect on the riding public’s perception of transportation in Lee County.  In order 
to help achieve its goals, operators must always display professionalism while carrying out their daily duties as 
well as in reacting to unusual situations that require special care and will remain non-confrontational. 
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Operators in their relations with the riding public will at all times be courteous, helpful and patient, avoiding 
arguments and exercising self control under all conditions.  All questions must be answered in a courteous, 
accurate and non-confrontational manner.  Passenger problems need to be handled on an individual basis.  
However, the following will be used as guidelines for some specific situations. 
 
Dispute with Passenger - Avoid disputes, no matter what the provocation.  Remember in a tense situation, 
your first statement will influence the attitude of the passenger.  Make it as cheerful and courteous as 
possible.  Arguing will only provoke a dispute.  If disputes between passengers arise, during the initial stages 
try to solve the problem as diplomatically as possible.  If the problem persists, operators will hit the save 
button to activate the surveillance system, call a supervisor for his/her assistance informing the supervisor that 
an event has been recorded. The operator will then complete the necessary incident reports. 
 
Intoxicated or Unruly Passengers - Intoxicated or unruly passengers can be the most difficult riders you will 
face, and patience and good judgment in dealing with them is most important.  Do not single them out and put 
them directly on the spot, since this may cause them to react negatively to you.  Be as patient as possible in 
dealing with these difficult passengers, and allow them to ride as long as they do not create a disturbance that 
will affect the safety of yourself or your passengers.  If the passenger becomes too unruly, hit the save button 
to activate the surveillance system and contact the dispatcher or route supervisor for assistance. 
 
Sick or Injured Passenger - When a passenger on your bus becomes sick while riding, operator will check with 
the person to determine how serious the passenger’s condition is.  If the passenger needs medical assistance, 
immediately contact a supervisor to request help, giving all the necessary information.  Attend to the sick 
passenger until help arrives.  Remember to gather information and fill out an Incident Report.  If the problem 
persists, operators will hit the save button to activate the surveillance system, call a supervisor for his/her 
assistance informing the supervisor that an event has been recorded. The operator will then complete the 
necessary incident reports. 
 
Refusing Transportation - It is not the policy of the department to refuse any rider transportation.  If a certain 
individual or group of individuals are causing an operator continual problems, the operator will call dispatch, 
fill out an incident report and see the supervisor. Only a supervisor will have the authority to remove a 
passenger.  If the problem persists, operators will hit the save button to activate the surveillance system, call a 
supervisor for his/her assistance informing the supervisor that an event has been recorded. The operator will 
then complete the necessary incident reports. 
 
Removing a Passenger - At no time may a bus operator eject a passenger from the bus.  If the need arises to 
have someone removed, the operator will contact a supervisor or dispatcher who will assist the operator, 
either to solve the dispute or to send assistance.  Under no circumstances will a bus operator physically 
attempt to eject a passenger.  If the problem persists, operators will hit the save button to activate the 
surveillance system, call a supervisor for his/her assistance informing the supervisor that an event has been 
recorded. The operator will then complete the necessary incident reports. 
 
Complaints - If a passenger brings a complaint to you that you can answer, do so.  If not, refer the rider to the 
LeeTran Customer Service Center for assistance.  If the passenger asks you to identify yourself, give them your 
first name, driver number, bus number and route number. 
 
Smoking - Smoking is against the law on all Lee County vehicles, by either bus operator or the passengers.  If 
the passenger smokes while on your bus, remind him politely of the law and that he may be inconveniencing 
other passengers by his smoking.  If the problem persists, operators will hit the save button to activate the 
surveillance system, call a supervisor for his/her assistance informing the supervisor that an event has been 
recorded. The operator will then complete the necessary incident reports. 
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Eating and Drinking - Passengers are not allowed to consume food or beverages on the bus.  If passengers 
violate this policy, ask them politely to refrain, reminding them of the policy.  If the problem persists, operators 
will hit the save button to activate the surveillance system, call a supervisor for his/her assistance informing 
the supervisor that an event has been recorded. The operator will then complete the necessary incident 
reports.   
 
Conversation - While the bus is in motion, operators will confine conversation to answering questions, giving 
directions and extending professional courtesies.  Family members or personal friends are not permitted to 
ride for extended periods or as a means to keep the operator company. 
 
Bicycle – When bicycles are being loaded and unloaded, operators must apply the parking brake and shift bus 
into neutral during the entire process.  
 
Fixed Route Procedures 
AM Report and Pull-Out Procedures 
 
Driver will adhere to their report and pull-out time 
Driver will have a working watch and/or timepiece to coordinate time with the dispatch office 
Driver will need driver’s packet, pen and/or pencil and paddle/manifest  
Driver will supply bus with bus schedules, pre-trip book, comment cards and/or Ticket-by-Mail envelopes for 
all routes and any other marketing information. 
Driver will have the required Florida Driver’s License.  Driver will report any driving infractions to a supervisor 
within 24 hours of the infraction.  
Driver is required to check special instructions, detours, directives posted on the information board and with 
dispatch 
 
Prior to Leaving Lee Tran yard/Pull-out 
 
Driver is to conduct a pre-trip walk around inspection of the assigned vehicles as per the “Bus Condition Pre-
Trip” report 
Driver is to report to maintenance and dispatch any problems found with the vehicle during the pre-trip 
inspection and maintenance will determine the vehicle status 
Driver will do a radio check to LeeTran base for an “in-service” status 
Driver will record mileage on the Pre/Post Trip Inspection form at the start and end of the shift.  The relief 
driver will also record the mileage on the Pre-Post Trip Inspection form at the start and end of their shift. 
 
If there is a bus trade, the driver will start a new pre-trip form with mileage at the time of trade and at the end 
of shift 
 
Drivers Proceed to Start of Route on a Designated “Deadhead” Route 
 
Driver is to call for a radio check denoting they are “in-service”  (10-8) 
Driver is expected to use bus stops in the urban areas.  New passengers must be politely informed of this 
policy.  If a sign is down or there is an area that has not been designated and passengers are inconvenienced 
by a long walk, drivers may use good judgment and pick up passengers.  If a regular new stop is needed, they 
must inform a supervisor.   
 
There are rural areas where drivers are expected to use common sense and good judgment when stopping to 
pick up passengers.   
 
Drivers are required to report any down or damaged signs, benches or shelters immediately to a supervisor.   
 



 

20 LeeTran Employee Policy and Procedure Manual 

 

Driver is to record passengers, passes sold and received by proper usage of the fare box.  Driver is to have 
paddle with them at all times while in service.  
 
Radio Procedures 
 
The radio is to be used only for transmitting information to base or to drivers of other routes.  No personal 
comments are to be made and transmission should be short and to the point.  A driver will call another driver 
regarding transfers only if they are going to be late or as directed by a supervisor. 
 
Drivers are expected to listen for conversation before using the radio.  Priority will be given to an emergency 
transmission.  The following are radio codes used at LeeTran. 
 
10-4  Yes, I understand 
10-7  Out of Service 
10-8  In Service 
10-20  Your Location 
10-36  The correct time 
 
Relief Driver 
 
Relief driver is to be ready to leave at the designed departure time.  Several drivers may leave in the same 
vehicle to make relief.  Driver is to check with dispatch for a possible bus change or new instructions or 
possible route deviations for the day. 
 
Drivers will leave with proper equipment for the day  
 
Relief driver will sign out a vehicle on the proper form and returning driver will sign it back in.  Both employees 
are required to perform an inspection of the relief vehicles checking for damage.  Any damage must be 
reported to dispatch immediately.  
 
Relief vehicle must be properly parked at an approved location and secured.  Keys must be handed to the 
driver being relieved. 
 
Relief driver is responsible for a walk-around inspection of the bus they are relieving.  If any damage or defect 
is questionable, this must be called into dispatch immediately. 
 
Driver being relieved must have all LeeTran papers and personal property ready to be taken off the bus. 
 
Any information pertaining to the route must be communicated to the relief driver including route changes or 
deviations, needed passenger information, etc. 
 
Any information related to the operating condition of the bus will be conveyed to relief driver.  
 
Safety 
 
Trainees - New drivers will complete vehicle orientation, passenger relations training, emergency and accident 
policy training, passenger sensitivity training, defensive driving, substance abuse policy and LeeTran policies 
and procedures before learning routes and student driving.    
 
Trainee will commence learning a route while riding and completing a left/right sheet, paddle and/or manifest 
with a designated trainer.  Scheduling trainees to commence driving is determined by the designated trainer. 
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Designated trainer will be required to complete and review daily progress reports with driver in training.  
Designated trainers are required to report any concerns involving safety to a supervisor.   
 
All LeeTran staff will be expected to adhere to best practices taught in training, through re-training and when 
direction is provided by management. 
 
Accident and Incident Procedures – refer to Policy No. 300-02 Emergency Procedures Accidents and Incidents 
 
Evening Pull-in Procedures 
 
Driver is to call dispatcher 10-7 out of service after last scheduled trip is completed. 
 
As the driver pulls into the yard at the end of the day, they will follow the instructions for parking their vehicle.  
When the vehicle is shut down, it must be in neutral with the parking brake applied and the window closed 
unless otherwise directed.  
 
Driver is responsible to check the entire inside of the bus, checking for lost items that must be turned in to a 
supervisor to be tagged with date and location found. 
 
Driver is responsible to complete a pre-post trip inspection report, reporting anything that needs to be brought 
to the Maintenance Department’s attention.  
 
If the driver’s time needs to be adjusted for any reason, it must be brought to the dispatcher’s attention for 
approval and a time card must be completed by the driver upon return to base for any overtime incurred. 
 
Drivers will remove all LeeTran papers and personal property from the bus at the end of their shift. 
 
Before leaving for the evening, drivers are responsible to check the schedule board and with the dispatcher for 
changes in the schedule. 
 
Paratransit Route Procedures 
 
AM Report and Pull-Out Procedures 
 
LeeTran Paratransit service operates “door-to-door” service which includes providing assistance from the door 
of the place where the customer is picked up to the door of the establishment of the customer’s destination.  
Paratransit drivers are required to offer and render assistance to passengers.  In instances where a passenger 
refuses assistance, a driver is still required to remain in attendance and observe the safe transport of the 
customer.  
 
Preparations 
 
Driver will call the phone numbers provided to get start time for the following day. 
 
Driver will be scheduled to arrive at LeeTran base one (1) hour before the first scheduled pick up. 
 
Driver will not punch in until the scheduled start time. 
 
Driver will adhere to the scheduled start time or be charged with a shut-out. 
 
Driver will examine the schedule route thoroughly; map out unknown addresses and reorganize pickups as 
needed. 
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Driver will report any conflicting trips to the Route Supervisor on duty. 
 
Driver will have a working watch or timepiece to coordinate time with the dispatch office. 
 
Driver will have the following items: pen/pencil, driver summary sheet, manifest and clipboard, two clear 
plastic envelopes, blue trip change/action form or trip add-on sheet, incident/accident reporting form, and 
map book for Lee County. 
 
Driver will supply bus with PASSPORT user guides. 
 
Driver will have the required Florida license. Driver will report any driving infractions to a supervisor within 24 
hours. 
 
Driver will check in with dispatch before leaving the yard. 
 
Prior to leaving Lee Tran yard – Pull Out 
 
Driver is to conduct a pre-trip, walk-around inspection of the assigned vehicle as per bus condition pre-trip 
report. 
 
Driver is to report to maintenance and supervisor any problems found with the vehicle during their pre-trip 
inspection and maintenance will determine the vehicle status. 
 
Driver will do a radio check to PASSPORT base for a 10-8 in service status. 
 
Driver will record time and mileage on Driver Summary Sheet at the start of the shift. 
 
If there is a vehicle trade, the driver will contact dispatch and note vehicle information on the Driver Summary 
Sheet. 
 
Driver Summary Sheet and Manifest 
 
Review driver summary sheet instructions provided during training 
 
Review manifest Instruction provided during training 
 
Radio Procedures 
 
All bus operators should adhere to safety first when they need to utilize the radio.  The agency provided radio 
should be used for the purpose of facilitating the transfer of passengers, reporting emergencies, 
communicating with the dispatcher or another supervisor and for limited communication between bus 
operators for business purposes.  When at all possible, the operator will pull the bus over to a safe location 
before engaging in radio communication.  All radio communication should be kept short and to the point.   
 
Drivers are expected to listen for conversation before using the radio.  Priority will be given to an emergency 
transmission.  The following are radio codes used at LeeTran: 
 
10-4  Yes, I understand 
10-7  Out of Service 
10-8  In Service 
10-20  Your Location 
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10-36  The correct time 
10-50    I have an emergency on the bus (wait for instructions) or dispatch is notifying you of an 

emergency on your bus, (pull over when safe to do so) 
 
Trainees 
 
New drivers will complete vehicle orientation, passenger relations training, emergency and accident policy 
training, passenger sensitivity training, defensive driving, substance abuse policy, CPR, First Aid and LeeTran 
policies and procedures.   New drivers will be trained on how to properly complete daily manifest/paperwork 
and operate the mobile data terminals. 
 
Scheduling trainees to commence driving is determined by the designated trainer. 
 
Designated trainer/supervisor will be required to complete and review daily progress reports with driver in 
training.  Designated trainers/supervisors are required to report any concerns involving safety. 
   
Accident and Incident Procedures – refer to Policy No. 300-02 Emergency Procedures Accidents and Incidents 
 
Evening Pull-in Procedures 
 
Driver is to call dispatcher requesting 10-7/out of service after last scheduled trip is completed and notify 
dispatcher of any person wishing to travel on their deadhead. 
 
As the driver pulls into the yard at the end of the day, they will follow the standard procedures/instructions for 
parking their vehicle.  When the vehicle is shut down, it must be in neutral with the parking brake on and the 
window closed unless otherwise directed.  
 
Driver is responsible to check the entire inside of the bus, checking for lost items that must be turned in to a 
supervisor to be tagged with date and location found. 
 
Driver is responsible to complete a pre-post trip inspection report, reporting anything that needs to be brought 
to the Maintenance Department’s attention.  
 
If the driver’s time needs to be adjusted for any reason, it must be brought to the dispatcher’s attention for 
approval and a time card must be completed by the driver upon return to base for any overtime incurred. 
 
Driver will remove all LeeTran papers and personal property from the bus at the end of their shift. 
 
Paratransit drivers are responsible for calling in after 7:00 p.m. to obtain schedule information. 
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300-02 Emergency Procedures Accidents and Incidents 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to provide all staff with procedures to follow in the event of an accident, incident 
or emergency. Lee County Transit – LeeTran has an obligation to its employees and the citizens of Lee County 
to provide a hazard-free environment and a safe place to work.  Safety is the responsibility of all personnel.  
This policy is to establish and provide procedures to be followed when accidents, incidents and emergencies 
occur. 
 
Procedures 
 
Safety is the main concern for all employees.   In the event of an accident, incident or emergency, all LeeTran 
staff is directed to notify their direct supervisor and a Fixed Route Supervisor immediately following the event.   
 
All accidents, incidents and emergencies at the Landing View location, Rosa Parks location, or the Passport 
ADA office must be referred to a fixed route or ADA supervisor immediately following the event. 
 
All Operators 
 
Operators will operate and handle all vehicles carefully, safely and with the greatest regard for the safety of 
passengers, the general public and the equipment entrusted to their care. If the bus is involved in a collision 
with another vehicle, fixed object or pedestrian or if a passenger is injured by any means the following 
procedure will be followed.   
 
Fixed route operators must immediately notify a fixed-route supervisor. 
  
ADA Operators must immediately notify an ADA Transit Supervisor.  On occasions where an ADA Supervisor is 
not on duty, ADA operators must notify a Fixed-Route Supervisor. 
 
Operator will secure the vehicle in a safe manner.  Unless safety prohibits, doors should remain closed. 
Admittance will be granted to LeeTran staff or law enforcement only. 
 
Do not move vehicles until directed to do so by law enforcement or transit supervisor/management. 
 
If the vehicle is equipped with an onboard surveillance system, press the save button.  
 
Operator will check for injuries to passengers and occupants of any other vehicle and notify base via radio and 
provide details of accidents (Bus #, driver name, injuries, etc.) 
 
Operator will aid the injured if requested or as appropriate to the best of their ability. 
 
Operator will obtain the names of all passengers and any others who may have witnessed the accident.  
Operator will gather all pertinent information in order to complete a detailed accident report. 
 
Operator will cooperate with any responding law enforcement agency and transit supervisor at the scene.  
  
Operator will not leave until released by a supervisor. 
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Operator will make statements to police and LeeTran supervisor describing the accident, including how the 
accident occurred.  Operators will not make any other statements. 
 
Operator will obtain the tag number and insurance information of other vehicles involved if a supervisor does 
not respond to the scene. 
 
When cleared to leave, operator will notify base and wait for further instructions regarding schedule. 
 
A complete report must be turned in to dispatch at the end of the shift unless otherwise directed.  This report 
is an official county document and must be completed accurately by the operator involved.  The supervisor will 
assist as needed.  The operator will sign the report indicating agreement with the content.  Failure to disclose 
any and all pertinent information will be considered a major infraction and is subject to appropriate 
disciplinary action.   
 
Operators contacted regarding the incident will first advise the supervisor before providing any comments, 
statements or information. 
 
All accidents and/or incidents must be noted on an accident/incident reporting form 
 
Reference: Lee Tran Policy 300-03 Recordable Accidents and Incidents 
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300-03 Recordable Accidents and Incidents 
Accident Review Committee 

 
Effective Date 
 
May 1, 2009, Revised October 4, 2013 
 
Purpose 
 
The purpose of this policy is to establish procedures and disciplinary action for Recordable Accidents and 
Incidents. 
 
Procedures 
 
The following rules and regulations shall govern the actions. 
 
An operator may receive a written warning, suspension or penalties relative to an accident/incident which may 
result in a number of days off for retraining, or suspension or termination.  The penalties for these violations 
are based on recordable accidents and/or incidents occurring within any thirty-six (36) month period.  If an 
accident is determined to be recordable, the operator charged may have his/her case reviewed by the 
Accident Review Committee by filling out the form “Request for Vehicle Accident Review Committee Hearing”. 
 
Recordable Accidents and Incidents 
 
Each accident or incident must be judged on its own merits.  The US DOT Guidelines for determining 
recordability and non-recordability of an accident will be used as an aid and guide in the determination of 
professional driver responsibility under various traffic situations.  Since we are evaluating a professional driver, 
average performance is not enough.  Expert performance should be required.  This principle is defined by the 
US DOT Guidelines for determining recordability and non-recordability as “the ability to avoid accidents (or 
incidents) in spite of the wrong actions of the other driver and in spite of adverse driving conditions.” 
 
Management shall determine whether an accident is recordable or non-recordable.  If an accident is 
determined to be recordable, the operator charged may request that his/her case be reviewed by the Accident 
Review Committee.  Disciplinary action will not be forthcoming until after the committee has reviewed the 
case.  Management reserves the right to administer discipline immediately following any major recordable 
occurrence when deemed necessary and/or when it is in the best interest of the county to do so. 
 
INCIDENT TYPES 
 
Major Recordable Incidents 
 
A major recordable incident is any occurrence involving a county-owned or county-operated vehicle which 
results in personal injury to any person on board or around the vehicle, and/or boarding or alighting the 
vehicle, regardless of who was injured or where it occurred, in which the driver in question failed to do 
everything he/she reasonably could have done to prevent the occurrence.   
 
Major incidents shall include but are not limited to, blatant disregard for public safety that results in serious 
bodily injury to any person, any person needing medical assistance at the scene or away from the scene of the 
occurrence, the use of poor judgment in vehicle operation when other alternatives existed that resulted in 
serious bodily injury, and/or any occurrence that resulted in serious bodily injury to another person that 
management determines could have been avoided by the driver of the county vehicle. The following 
progressive discipline shall be a guide for management to follow when it has been determined that a major 
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recordable incident has occurred.  Management reserves the right to deviate from this guidance and 
administer the lesser or more severe discipline as deemed necessary. 
 
First offense:  Three (3) day suspension 
 
Second Offense: Five (5) day suspension 
 
Third offense:  Subject to termination  
 
 Minor Recordable Incidents 
 
A minor recordable incident is any occurrence involving a county-owned or county-operated vehicle which 
results in minor injuries to any person where medical treatment is not administered at the scene or away from 
the scene, where the driver failed to do everything he/she reasonably could have done to prevent the 
occurrence. Minor incidents shall include but are not limited to, slip and fall due to unintentional erratic 
vehicle operation, unintentionally closing the vehicle doors on a person and/or causing minor discomfort 
and/or injury to a person by hard braking. 
 
The discipline for these occurrences will be as follows: 
 
First Offense:  Retraining and/or written warning 
 
Second Offense: One (1) day suspension 
 
Third Offense:   Five (5) days suspension 
 
Fourth Offense:  Subject to termination 
 
ACCIDENT TYPES 
 
Major Recordable Accidents 
 
A major recordable accident is any occurrence resulting in property damages over $ 2,500.00 involving a 
county-owned or county-operated vehicle which results in property damage and/or personal injury, regardless 
of who was injured, what property was damaged or where it occurred and where the driver in question failed 
to do everything he or she reasonably could have done to prevent the occurrence.   An individual involved in a 
major recordable accident, after investigation, may be subject to retraining, suspension or termination.  
Management may retrain, suspend or terminate any operator found responsible for the accident.  The 
following progressive discipline shall be a guide for management to follow when it has been determined that a 
major recordable accident has occurred.  Management reserves the right to deviate from this guidance and 
administer the lesser or more severe discipline as deemed necessary. 
 
First offense:  Three (3) day suspension 
 
Second Offense: Five (5) day suspension 
 
Third offense:  Subject to termination  
 
Minor Recordable Accidents 
 
A minor recordable accident is any accident, in which there is property damage less than      $2,500.00 and 
does not involve loss of life and/or serious bodily injury to any person, in which the driver in question failed to 
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do everything he or she reasonably could have done to prevent the occurrence. Discipline for these 
occurrences will be as follows: 
 
First Offense:  Retraining and/or written warning 
 
Second Offense: One (1) Day suspension 
 
Third Offense:   Five (5) Days suspension 
 
Fourth Offense:  Subject to termination 
 
Accidents Involving Fixed Objects 
 
An accident involving a fixed object is one in which the vehicle being operated strikes any immovable object 
including a driverless vehicle.  Collisions with fixed object must be considered as recordable accidents in which 
the driver in question failed to do everything he or she reasonably could have done to prevent the occurrence. 
 
Accident Review Committee 
 
The Accident Review Committee serves to review accidents and incidents and to offer a determination of 
recordability or non-recordability.  Management determines whether an accident is recordable or non-
recordable.  If an accident is determined to be recordable, the operator charged may have his/her case 
reviewed by the Accident Review Committee.  Suspension or penalty will not be forthcoming until after the 
committee has reviewed the case.    
 
The Accident Review Committee is comprised of the Accident Review Committee Officer, who will chair the 
committee, and four (4) members: one supervisor, one bus operator and two employees from the remaining 
available staff appointed from a cross section of LeeTran Departments.  Committee members will be appointed 
or re-appointed every six (6) months. The Chair may select a substitute in the event an appointed member is 
not available.  Once appointed, members are required to attend an orientation administered by the Deputy 
Director or designee and will be instructed on determining recordability and non-recordability of accidents and 
incidents according to US DOT Guidelines. 
 
The Chair of the Committee will be appointed by the Transit Director or designee.  The Chair of the Committee 
will assign a number to each case to avoid using names and wherever possible ensure the objectivity of the 
review.  The Chair will prepare the case and provide a presentation of the facts to the committee.  A supervisor 
or designee from the department making the charge of preventability will be present to answer technical or 
procedural questions and to provide details, if requested, on how the determination of preventability came to 
be.  Operators will be given an opportunity to address the committee.  Members of the committee will vote to 
determine if the accident was recordable or non-recordable.  In the case of a tie (2 to 2), the Chair will vote to 
break the tie.  The Chair will prepare a report indicating the findings of the committee to the Director.  The 
Director will review each case presented to the Accident Review Committee and may at his discretion overturn 
any decision reached by the Committee.  Once reviewed and finalized by the Director, the Accident Review 
Chair will prepare a report indicating the findings of the committee to the Department Directors and 
designees. 
 
Operators will be informed in writing of the committee’s decision after review by the Director.  The decision 
will include the findings and management’s recommendation on how to avoid future occurrence based on US 
DOT Guidelines for recordability and non-recordability.  This information will be presented to the operator.  A 
copy of the decision will be provided to the employee with a copy in the employee’s file.       
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300-04 KRONOS Timekeeping 

 

Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to provide Lee County Transit employees with policy guidelines and information 
regarding the use of the KRONOS Timekeeping System.  The timekeeping system has been installed to provide the 
ability to accurately report employee work hours. 
 
Procedure 
 
The employee badge has the employee identification number on the front of the card under the employee’s picture.  
This employee identification number is the employee’s Kronos identification badge number.  Employees are not to 
punch holes of any kind on the identification card. 
 
Employees may use the time clocks by swiping the identification badge or manually entering the information. 
 
Swipe Card: The card is swiped with the picture facing you.  Swiping the card will allow your name to appear in the 
display. 
 
Manually Entering Information: Employees can manually enter the badge identification by entering the proper 
function key, followed by the badge number and enter. 
 
The employee may choose either method for punching in and out.  It is recommended that each employee use their 
badge.  Using the badge will eliminate errors caused by entering an incorrect employee number. 
 
Time Keeping Program 
 
All overtime showing punched in must be approved by a supervisor.  A time card must be completed.  Any overtime 
punched in, but not verified with a time card, will be removed. 
 
Employees are required to punch in at the beginning of their schedule.  There is a grace period of 30 minutes before 
the start of the schedule.  Employees may not punch in any earlier than 30 minutes before the start time as the 
system will automatically report it as overtime.   
 
The system recognizes a punch out grace time of 15 minutes at the end of the shift.  If any employee punches out 
later than 15 minutes, an employee will not be paid for that time unless they turn in a timecard. 
 
Shift differential time is automatically reported by the time punch in and out.  Employees are not required to 
complete any additional information. 
 
Employees with assigned schedules are entered into the payroll system.  Drivers without a route pick or on-call will 
not have schedules entered and will be paid according to recorded punches.   
 
Missed punches and errors will be corrected manually. 
 
Excessive errors in submitting payroll hours and while punching will be tracked and assessed on a case-by-case basis 
for possible disciplinary action up to and including termination. 
 
Entering time for another employee or having a non-employee enter time will result in disciplinary action up to and 
including termination. 
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300-05 Fare Box Collection 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish and provide the controls for security and daily assignments of bus 
revenue collection by transit personnel. 
 
Procedure 
 
Fixed Route 
 
Each bus has an assigned fare box. 
 
Maintenance staff or their designee will probe each bus used on a daily basis. 
 
Upon probing, the cash boxes will be emptied into the collection bin leading to the vault room by the 
maintenance staff or their designee.  The contents of the cash box are not visible during this process and can 
only be obtained through the vault.  
 
Paratransit 
 
Drivers will return to base and deposit manifest and cash bag into the designated lock box.   
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300-06 Filling Open Route Position 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish guidelines for filling an open bid assignment. 
 
Procedure 
 
When an assigned vacancy occurs, the work will be filled according to the following guidelines. 
 
Management will make a determination to fill the vacancy.   
 
Management may elect not to re-bid open work. 
 
If a determination is made to re-bid open bid assignments, seniority will prevail for all open work. 
 
Management may assign open work as deemed necessary. 
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300-07 Commercial Driver License Renewal Reimbursement  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish the guidelines for refunding eligible employees for money spent on 
the renewal of their job required commercial driver license (CDL). 
 
Guidelines 
 
Employees required to possess a valid Florida commercial driver’s license will be reimbursed by Lee County. 
 
Reimbursement will include required endorsement fees.  Endorsements required, if any, will depend upon 
equipment driven and area of assignment. 
 
Necessary special requirements are explained in the position’s job description. 
 
The initial attainment of a regular driver’s license is not reimbursable by the county if the license is a minimum 
qualification for the job. 
 
Procedure 
 
Any employee seeking reimbursement under this program must completely fill out and submit a copy of the 
CLD License Reimbursement request form, attach a receipt and submit to the supervisor for signature.  
Completed forms are forwarded to the Fiscal Division for further processing. 
 
Eligible employees may be reimbursed up to a maximum of what is printed on the State of Florida DMV receipt 
for renewal of CDL.    LeeTran does not reimburse the convenience fee charged by the Tax Collector’s Office.  
 
Reference: Lee County Policy Manual, policy number 507 - License/Registration Certification and Fee Renewals 
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300-08 Ride Checks  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish guidelines for disciplinary actions as a result of ride check violations. 
 
Procedures 
 
Ride checks are completed to assure operators are complying with all transit policies and applicable laws and 
guidance.  Unfavorable ride checks including, but not limited to, findings of non-compliance with fare 
collection procedures and ADA requirements will result in disciplinary action.   
 
Management will utilize the following guidance, but reserves the right to utilize verbal counseling, coaching, 
retraining and progressive discipline as deemed necessary. 
 
First Violation   Verbal counseling and coaching 
 
Second Violation  First written warning, reflected action on performance evaluation, may include 

coaching and re-training. 
 
Third Violation Second written warning, reflected action on performance evaluation; may 

include coaching and retraining. 
 
Fourth Violation Suspension for one (1) day without pay, reflected action on performance 

evaluation; may include coaching and retraining. 
 
Fifth Violation Suspension or termination, suspension will be two (2) days without pay, 

reflected action on performance evaluation, may include coaching and 
retraining 
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300-09 Road Call 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to ensure the most efficient response when a road call or trade out is necessary.  
This determination will be a decision made between the dispatch office and the maintenance department. 
 
Procedures 
 
Once pull-outs have been made in the AM and PM respectively, the supervisor on duty will coordinate with the 
maintenance department to have stand-by operators pull out buses to designated areas. 
 
Operators who experience mechanical failures of any sort will call dispatch for instructions.  
 
Supervisors will make every attempt to rectify the problem over the radio or have a supervisor respond to 
assist.  In the event this is unsuccessful, the supervisor will dispatch a stand-by operator to the vehicle’s 
location for a trade-out.  The supervisor will communicate with the maintenance department to determine if 
the bus can be driven safely.  
 
The stand-by operator will remain with the vehicle and communicate with the supervisor for further 
instruction.  Once it has been determined that the bus can be safely driven back to the base, the stand-by 
operator will do so under direction of the supervisor. 
 
If the bus cannot be driven back safely, the dispatcher will notify the maintenance department to respond to 
the location of the bus to make the necessary repairs to safely allow the bus to be driven back to base.  If the 
maintenance department determines that the bus must be towed then the stand-by operator will remain with 
the bus until the tow truck arrives.  The operator will ride back to base with the tow truck driver. 
 
The maintenance department may not need to respond to all trade-outs if the bus can be safely driven back to 
base by an operator in a safe, slow manner. 
 
If the maintenance department does not have equipment or operations does not have stand-by operators 
available, the call will still go through dispatch.  Dispatch will notify the maintenance department once they 
have made every attempt to rectify the problem by communicating with the operator.  At that time, the 
maintenance department will respond. 
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300-10 Robbery 

 
Effective Date 
 
May 1, 2009  
 
Purpose 
 
The purpose of this policy is to provide LeeTran employees with procedures to follow in the event of a robbery. 
 
Procedures during a Robbery 
 
Try to be calm and observant at all times. 
Avoid any action that might incite robber to violence. 
Carefully note the robber's description, clothing, weapon, features, voice, mannerisms and other 
characteristics, i.e. unusual voice or scars. 
Obey the robber's instructions.  
Try to retain the hold-up note, if one is presented. 
If safety permits, observe the direction of the robber's escape, description and license number of the escape 
vehicle, if one was used. 
 
After a Robbery 
 
When it is safe to do so, if applicable press the save button on the video surveillance system and immediately 
notify a supervisor.   
Immediately notify law enforcement officers.  Bus operators must notify a supervisor. 
Wait for law enforcement to arrive. 
Avoid discussing the hold-up with anyone except the law enforcement officer in charge. 
Refer all news media inquiries to the Transit Director, assigned Public Information Officer or designee. 
 
Daily Precautions against a Robbery 
 
Be alert for suspicious persons loitering in or near the facility and/or bus and report such persons to the 
dispatcher, the supervisor on duty or designee. 
Do not discuss with outsiders the amount of cash accumulated by the facility or route or any other details of 
cash handling.  Never advise outsiders of the physical layout of private areas of the facility. 
No one is allowed in the Transit Facility except authorized employees. 
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300-11 Route Selection and Sign-Up 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish a procedure for the route selection process herein to be referred to as a 
“sign up”. 
 
Procedure 
 
As needed, LeeTran Operations proceeds with a sign up.  To ensure an efficient timely selection process, the 
following procedures will be used.  The selection time and dates will be posted.  The route picks will be posted for 
operation selection at least two (2) weeks prior to the effective start date of the sign up. 
 
Operators will bid on routes based on the posted seniority roster.  Full-time operators’ seniority will be based on 
their full-time hire date without breaks in service. Full-time operators will only hold seniority within the full-time bus 
driving ranks.  Part-time operators’ seniority will be based on their part-time hire date and will hold seniority only 
within the part-time bus operator ranks.  Seniority is ranked based on full-time hire date with LeeTran.  Returning 
employees, transfers between Lee-Tran ADA and Fixed Route Divisions, including employees transferred in from 
other county departments, establish their seniority date on the actual full-time hire date with LeeTran. Full-time 
operators will be ranked ahead of part-time operators for bid selection and vacation bids. For multiple employees 
starting employment on the same day, LeeTran will turn to the date and time the application was received and 
stamped in Human Resources as the determining factor for seniority.  Full-time drivers moving to a part-time status 
will be placed at the bottom of the part-time seniority list.  Part-time drivers moving to a full-time status will be 
placed at the bottom of the full-time seniority list.   
 
Final determination of seniority date is assigned and retained by management.  Management also reserves the right 
to assign operators to pieces of work other than their bid if the need to do so arises. 
 
Operators will be assigned a pick day and time and will have ten (10) minutes to make their choice.  If an operator 
cannot be here in person to bid at their assigned time, they must fill out and turn in an absentee bid sheet before 
their bid time or call in by telephone using the designated phone extension. Supervisors will not call operators and 
are not responsible for missed bids.  Bids can be transmitted via the radio using the designated channel. If the need 
arises for management to have a re-bid in between scheduled bids then operators who rank below the open pieces 
of work being bid will be allowed to bid, and 5 minutes will be given during these re- bids.  Management also 
reserves the right to assign operators to pieces of work other than their bid if the need to do so arises.   
 
If an operator does not pick or misses the pick, they will be placed on an unassigned list in seniority order.   
 
If a driver anticipates retirement within thirty (30) days of the sign up, they will forfeit their bid and the operator will 
be assigned work weekly. 
 
A driver on long-term, non-FMLA leave of absence, illness or workman’s compensation will be eligible to bid if they 
return to full duty within thirty (30) days of the effective date of the sign-up. 
 
It is the driver’s responsibility to be knowledgeable on any route that they select.  Drivers who bid stand-by or extra 
board work are required to be knowledgeable of all routes and management will exercise their discretion in 
assigning this work. 
 
All remaining open pieces of work will be assigned by management to operators who passed on the bid and/or to 
unassigned operators.   
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300-12 Safety Awards  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to recognize Safety Sensitive transit employees who demonstrate safe driving and 
are accident/Incident free for at least one year. 
 
Procedure 
 
Safety Awards recognize Safety Sensitive employees who complete one year of safe driving, being accident and 
incident free, are in good standing and are not in a disciplinary process. 
 
Recognizes the progressive completion of continued, consecutive years of safe driving at 3 years, 5 years and 
at 3-year intervals following. 
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300-13 Overtime 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish controls and standards for scheduling overtime.   
 
Procedures 
 
Department managers are responsible for monitoring and approving all overtime assignments.  Unless 
otherwise directed, a completed time card with supervisor authorization is required for all overtime.   
 
Fixed Route Operations - At the time of the sign up, operators will indicate their availability to work overtime.  
Overtime will be assigned based on operator’s days off, seniority and availability.  Overtime will be rotated 
between participating, available operators by seniority.   
 
Paratransit Operations – Operators will indicate their availability to work overtime.  Overtime will be rotated 
between participating, available operators by seniority.  
 
Management will assign overtime work as deemed necessary to cover work assignments.    
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300-14 Uniforms 

 
Effective Date 
 
May 1, 2009, Revised October 4, 2013 
 
Purpose 
 
The purpose of this policy is to provide transit employees required to wear a uniform with program guidelines for 
proper attire in the workplace. 
 
Procedures 
 
Maintenance Personnel 
 
Maintenance personnel will be provided uniforms that are rented from a uniform service and will consist of shirts, 
slacks and/or jumpsuits/coveralls.   Safety shoes are required and employees will be reimbursed per Administrative 
Code A-17. 
 
Fixed Route and Paratransit Operators 
 
Operators’ uniforms will be purchased by LeeTran and will consist of standard issue shirts, slacks and shorts. 
Optional items include polo shirts, skorts, jackets, caps and visors.  Every employee classified as an operator will be 
issued uniforms to be worn while on duty.  A uniform voucher will be issued by management for the purchase of 
uniforms and based on need.  Bus operators will be required to provide their own shoes and belts. 
 
Uniforms may also be worn for certain off-duty activities such as doctor appointments.  As per County Policy 101(I) 
employees in uniform must refrain from behavior or conduct that could be deemed offensive or undesirable, or 
which is contrary to the county’s best interests (including conduct outside of work while in clothing or vehicles that 
identify or imply the individual is or may be a county employee and may be on duty). 
 
All operators are responsible for the maintenance, cleaning and professional appearance of their uniforms.  
Uniforms must be pressed if needed. 
 
Any lost, stolen or misplaced uniform articles shall be reported immediately to a supervisor. 
 
All operators will be required to return all uniforms in their possession upon separation of employment with 
LeeTran. 
 
Operators will visibly display their LeeTran photo ID badge. 
 
Decals, patches and insignias will not be worn unless prior approval is granted by management.  Approved name 
tags or lapel pins will be permitted.  These items will be at the employee’s expense. 
 
Operator Shoes – Only black, sturdy tie, sneakers or loafer style shoes are acceptable.  White athletic-style shoes 
may be worn with uniform shorts.  Close-toe, low heeled dress shoes are acceptable.    
 
Belts - Black belt to match pants and shorts 
 
Hats - Uniform caps and visors with logo as provided may be worn with uniforms. 
 
All operators must meet uniform standards.  Uniform infractions will be reflected on annual performance 
evaluations and may be resolved with corrective action. 
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300-15 Electronic and Mobile/Cellular Communication and/or Entertainment Devices  

  
Effective Date 
 
May 1, 2009, revised October 1, 2013 
 
Purpose 
 
The purpose of this policy is to ensure the safety of LeeTran passengers, the bus operator and other vehicles on the 
road by restricting the use of electronic, mobile/cellular communication and entertainment devices. Additionally, 
Lee Tran provides comprehensive driver training on the use of wireless communication devices and distracted 
driving that exceeds the training requirements outlined in the FL 14-90 Rule.  This policy complies with the 
requirements established in State Rule 14-90 of the Florida Administrative Code, as amended and Florida Statutes, 
Section 316.305, the “Florida Ban on Texting While Driving Law” effective October 1, 2013.  
 
Applicability  
 
This policy applies to all bus operators and employees in Safety Sensitive positions while operating a County vehicle 
or personal vehicle while on county business, on or off County property. 
 
Definition 
 
 “Wireless communication device” means an electronic or electrical device capable of remote communication. 
Examples include cell phones, personal digital assistants (PDAs) and portable computers (commonly called laptop 
computers). “Personal wireless communications device” means an electronic or electrical device that was not 
provided by the bus transit system for business purposes. “Use of a wireless communication device” means use of a 
mobile telephone or other electronic or electrical device, hands-on or hands-free, to conduct an oral 
communication; to place or receive a telephone call; to send or read electronic mail or a text message; to play a 
game; to navigate the Internet; to play, view, or listen to a video; to play, view, or listen to a television broadcast; to 
play or listen to music; to execute a computational function, or to perform any other function that is not necessary 
for the health or safety of the person and that entails the risk of distracting the employee from a safety-critical task. 
Use of an electronic or electrical device that enhances the individual’s physical ability to perform, such as a hearing 
aid, is not included in this definition. This list provides broad examples only and is not intended to be all inclusive. 
 
Guidelines for All Safety Sensitive Employees 
 
Bus operators are not permitted to carry on their person any electronic, mobile/cellular communication and/or 
entertainment devices covered herein while occupying the driver’s seat of any County vehicle or transit vehicle.  
These devices cannot be displayed or kept within reach while the vehicle is in service.  All the devices and ear pieces 
listed herein and/or any device not provided by the transit system must be stowed away and in the off position 
while the operator is in the driver’s seat of a transit vehicle; or while loading/ unloading a wheelchair patron, while 
conducting any other safety related or customer service duty that requires driver interaction.   
 
Bus operators are not permitted to use any electronic, mobile/cellular communication device issued by Lee County 
while the transit vehicle is in motion except for brief radio communications with each other and or MDT (Mobile 
Data Terminal) communications by a bus driver with the dispatcher or by a maintenance worker with their co-
worker.  If the driver must use the radio for a long duration, the driver must stop the vehicle in a safe location 
preferably at a marked bus stop.  In an emergency situation, the bus operator will bring the vehicle to a stop in a 
safe location and immediately contact the dispatcher.  
 
If mobile/cellular communication is necessary, the driver will use a County issued/cellular communication device 
before or upon completion of the safety related task.  A bus operator will be permitted to use their mobile/cellular 
telephone to communicate with the LeeTran dispatcher and/or law enforcement for emergencies related to the 
transit system or public safety.  For these occurrences the employee should make every attempt to be out of the 
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driver’s seat and stop the bus in a safe location before making an emergency call.  Employees may use the above if 
they are out of the driver’s seat at layovers and if the use of such a device does not interfere with the job functions.   
 
Bus operators are permitted to use electronic, mobile/cellular communication devices issued by Lee County in the 
following situations: 
 

 A driver needing to communicate with the dispatcher and vice-versa 

 A driver requesting medical or emergency assistance 

 A driver reporting illegal activity, traffic accident, road hazard or safety or security threat 

 If directed to do so by a transit supervisor or police officer. 
 
Under no circumstance will a bus operator be permitted to engage in conversation, communicate or text on any 
type of communication device while driving a County or revenue service vehicle. The exception to this will be only if 
it is an emergency or if it is operationally required to do so. 
  
Use During Emergencies 
 
In an emergency, if a driver is unable to use the radio (for example, a driver is separated from the vehicle due to a 
need to evacuate, or the radio is inoperable because it is beyond the radio coverage area or other malfunction), a 
personal cellular phone may be used to contact the agency.  In such a situation the driver must park the vehicle in a 
safe location (preferably at a marked bus stop), leave the driver’s seat if possible, and call the direct line to the 
dispatcher or supervisor.   
 
Management Responsibility 
 
LeeTran management is responsible for monitoring and enforcing this policy.  In addition, LeeTran management is 
responsible for investigating all complaints of non-compliance fairly, thoroughly and expeditiously and making 
decisions for or against disciplinary action. 
 
Infractions will be reflected on annual performance evaluations. 
 
Disciplinary Actions 
 
First Violation:  Written reprimand in the form of a corrective action, 1 day suspension, and re-

training. 
 
Second Violation Five (5) day suspension in the form of a Corrective Action, re-training, and the 

employee will not be allowed to bring any of the above mentioned devices into 
any transit vehicle or County vehicle. 

 
Third Violation   Will be subject to termination. 
 
Management reserves the right to administer any level of discipline up to and including termination for multiple 
violations of this policy that occur in one period or during one shift.  
 
All applicable recordable accident/incident policies and corrective actions will apply and may be administered if an 
accident/incident results from a violation of this policy (300-15).  In this case, discipline administered under this 
policy is not subject to the accident review board. 
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300 – 16 Motor Vehicle Reports 

 

Effective Date 
 
August 1, 2009 
 
Purpose 
 
The purpose of this policy is to provide procedures for the internal controls of personal data when requesting 
records from the Department of Highway Safety and Motor Vehicles Database.   
 
Procedure 
 
Authority 
 
The LeeTran Office Manager is the managerial and technical point of contact with the Florida Department of 
Highway Safety office in providing LeeTran the ability to access their database to run Motor Vehicle Reports.  
The LeeTran Office Manager will delegate authority monitoring to other employees as needed. Designees will 
attest that their respective agency procedures will ensure the confidentiality of information exchanged will be 
maintained.  
 
Application 
 
LeeTran will access the database to run Motor Vehicle Reports to determine licensure of potential and current 
employees required to operate transit vehicles and to make certain that his/her license does not fall outside of 
Federal, State and Local regulations and/or policies. 
 
Safeguarding Information 
 
Office Manager and designees shall access, use and maintain the confidentiality of all information received 
under agreement with the Florida Department of Highway Safety and Motor Vehicles in accordance with 
Chapter 119, Florida Statutes, and DPPA.  Information obtained under this agreement shall only be disclosed to 
persons to whom disclosure is authorized under Florida law and federal law.  Any person who willfully and 
knowingly violates any of the provisions of this section is guilty of a misdemeanor of the first degree 
punishable as provided in sections 119.10 and 775.083, Florida Statutes.  In addition, any person who 
knowingly discloses any information in violation of DPPA may be subject to criminal sanctions and civil liability.  
Any LeeTran employee willingly or knowingly violating said provision may be subject to disciplinary action up 
to and including termination. 
 
Unauthorized use includes, but is not limited to, queries not related to a legitimate business purpose, personal 
use, and the dissemination, sharing, copying or passing of this information to unauthorized persons. 
 
Information exchanged by electronic means will be stored in a place physically secure from access by 
unauthorized persons. 
 
Access to the information exchanged will be protected in such a way that unauthorized persons cannot review 
or retrieve the information. 
 
All personnel with access to the information exchanged under the terms of this agreement will be instructed 
of, and acknowledge their understanding of, the confidential nature of the information. These 
acknowledgements must be maintained by the Office Manager. 
 



 

43 LeeTran Employee Policy and Procedure Manual 

 

All personnel with access to the information will be instructed of, and acknowledge their understanding of the 
criminal sanctions specified in state law for unauthorized use of the data. These acknowledgements must be 
maintained in a current status by the Office Manager. 
 
All access to the information must be monitored on an on-going basis by the Office Manager. In addition, an 
annual evaluation will be conducted to ensure continued proper and authorized use and dissemination.  
Designees attest that their respective agency procedures will ensure the confidentiality of the information 
exchanged will be maintained. 
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300-17 Reporting Traffic Violations  

 
Effective Date 
 
August 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish guidelines for Reporting Traffic Violations for employees that are 
required to have a driver’s license as a condition of employment 
 
Procedures 
 
Employees that retain a CDL (license) as a requirement of their job duties are required to report any traffic 
violation, notice of license suspensions, moving violations and/or any infraction that violates the Florida 
Uniform Traffic Control Law to their Supervisor, Office Manager or Designee.  Employees must also report any 
infraction and/or violation that impinge on the validity of their driver’s license.  Violations of this policy will be 
cause for progressive discipline outlined below.  In any case an employee covered under this policy that falls 
outside of the County MVR policy will be dismissed. 
 
Disciplinary Actions 
 
First offense:    Written Coaching and Counseling document placed in the LeeTran employee file 
 
Second offense:  Written Warning and Corrective Action 
 
Third offense:   Corrective Action and 3-day Suspension 
 
Fourth offensive:  Subject to Termination 
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300-18 Distracted Driving 

 
Effective Date 
 
May 25, 2011 
 
Purpose 
 
The purpose of this policy is to establish controls for the safe operation of vehicles and to limit instances of 
distracted driving.  Additionally, Lee Tran provides comprehensive driver training on the use of wireless 
communication devices and distracted driving that exceeds the training requirements outlined in the FL 14-90 
Rule.  This policy complies with the requirements established in State Rule 14-90 of the Florida Administrative 
Code, as amended.  
 
Applicability:  This policy applies to all Lee Tran employees while operating a County vehicle or personal 
vehicle while on county business. 
 
Procedure 
 
LeeTran vehicles are in use when operationally required. 
 
All employees must refrain from unnecessary distractions which can divert attention from the safe operation 
of a vehicle while occupying the driver seat of any transit vehicle or county vehicle. The following are examples 
of prohibited distractions and are not inclusive of all distractions: 

 Eating or drinking while driving a county vehicle. 

 Applying makeup or conducting personal grooming while driving a county vehicle. 

 Engaging in excessive conversation while driving that could otherwise wait. 

 Horse playing and/or not paying full attention to just driving while the vehicle is in motion. 

 Use of any device not provided by the transit system and/or not operationally required while driving; 
including Electronic and Mobile/Cellular Communication and/or Entertainment Devices.  

 Reaching for something while operating the vehicle that could otherwise wait until the vehicle is 
stopped in a safe location. 

 Reading the newspaper or any other written publication that is not provided by the transit system or 
the county for the purpose of driving. 

 Completing paperwork while operating the bus or county vehicle. 
 

Management Responsibility 
 
LeeTran management is responsible for monitoring and enforcing this policy.  In addition, LeeTran 
management is responsible for investigating all complaints of non-compliance fairly, thoroughly and 
expeditiously and making decisions for or against disciplinary action. 
 
Infractions will be reflected on annual performance evaluations and may be resolved with the following action. 
All discipline administered under this policy is based on violations occurring in any thirty- six (36) month 
period. 
 
Disciplinary Actions 
 
First Violation Written reprimand in the form of a corrective action, 1-day suspension, and 

re-training.   
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Second Violation Five (5) day suspension in the form of a Corrective Action, re-training, and the 
employee will not be allowed to bring any of the above mentioned devices 
into any transit vehicle or county vehicle. 

 
Third Violation   Will be subject to termination. 

 
All applicable recordable accident/incident policies and corrective actions will apply and may be administered 
if an accident/incident results from a violation of this policy (300-15) and discipline administered under this 
policy is not subject to the accident review board. 

 
Management reserves the right to administer any level of discipline for violations of this policy, including a 
verbal reprimand up to and including termination. 
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Section 400 – Leaves & Absences from Work 
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400-01 Annual Leave 

 
Effective Date 
 
May 1, 2009, Revised November 15, 2012 
 
Procedure 
 
Fixed Route LeeTran Drivers 
 
Five (5) drivers are permitted between January 1 and April 30 to be on vacation per day.   
 
Seven (7) drivers are permitted between May 1 and December 31 to be on vacation per day.   
 
The LeeTran director or his Designee may modify this procedure due to hardship or emergency and subject to 
available workforce. 
 
The vacation calendar for the coming year will be posted December 1st for 15 days for employee signup. 
 
During the month of December, an employee can sign up for two (2) weeks annual leave throughout the year, 
provided the employee has the time accrued for the weeks designated.  During December an employee may 
select one major county paid holiday.  After the initial signup, any unreserved time must be applied for.  An 
employee may not reserve the same major county holiday more than one year in a row.  Reserved time will be 
designated on the calendar in red ink.  
 
A total of fifteen (15) drivers will be expected to pick their vacation per day.  A list will be posted to inform the 
drivers what day they will pick.  Each driver shall list on the attached form their top five (5) choices in order 
based on what is available at that time.  The form must be turned in to Dispatch before noon on your assigned 
day to pick. 
 
The Supervisors will place the employee’s name on the vacation pick by order of preference on the submitted 
form.  Failure to complete the form results in being passed over on the vacation pick schedule. 
 
After vacation picks are completed and throughout the year, any open weeks may be requested utilizing a 
Leave Request Form.  Requests are reviewed and approved based on workforce availability.  If more than one 
person requests the same opening, the time and date recorded on the Leave Request Form shall be the 
determining factor. 
 
If for any reason an employee loses accrued annual leave time, i.e. due to illness or injury, the employee 
must notify management to remove reserved time so that this can be made available for other employees.  
It is always the employee’s responsibility to monitor the vacation calendar for available annual leave time. 
 
Annual leave with pay may not be taken prior to the time it is recorded and available for use.  Nor will any 
annual leave be paid upon separation that has not been previously recorded and available for use by the 
employee.  
 
All leave requests must be turned in and approved ten (10) days prior to Wednesday scheduling.  Any request 
giving less than ten (10) days must be approved by the director or designee.   
 
All leave request forms will be submitted to the scheduler and checked against the employee’s sick and 
vacation report to determine if sufficient leave time is available.  Employee must have sufficient leave time 
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accrued in order to request leave.  Scheduler will forward the request form to a supervisor for approval.  If 
leave is approved and available leave is depleted prior to the request, approval may be rescinded.    
 
If there is insufficient time available, the director or designee must approve in advance of any no-pay hours. 
 
Any time off requiring no-pay hours must be approved in advance by the director or designee prior to the 
scheduled occurrence.  
 
Bus operators that wish to cancel a scheduled vacation must notify management and the scheduler three (3) 
days prior to the posting of the schedule.  Exceptions may be approved at management’s discretion. 
 
ADA Paratransit LeeTran Drivers 
 
The vacation calendar for the coming year will be posted December 1st for 3 days for employee sign up. 
 
Two (2) drivers are permitted to be on vacation per day.  The director or designee may modify this due to 
hardship or emergency, subject to available workforce. There will be days and weeks throughout the year that 
the agencies we provide service for are closed.  On days where agency/agencies are closed, the number of 
drivers permitted to be on vacation may be increased. These dates will be posted for the vacation pick.  It is 
strongly recommended that drivers take advantage and use annual leave during the holiday period when 
agency demand is down.  
 
During the signup in December, an employee can sign up for two weeks throughout the year provided the 
employee has the time accrued for the weeks designated.  During this time, an employee may select one major 
county paid holiday.  After the initial sign-up, any unreserved time may be applied for.  An employee may not 
reserve the same major county paid holidays more than one year in a row. Reserved time will be designated 
on the calendar in red ink. 
 
A total of 15 employees will be expected to pick their vacation per day.  A list, based on seniority, will be 
posted to inform the drivers what day and time they will pick.  Each driver shall list, on the attached form, his 
or her top five choices in order, based on what is available at that time.  The form must be turned in to 
Dispatch before noon on your assigned day to pick.  
 
The supervisor will place the employee’s name on the vacation pick by order of preference on the submitted 
form.  Failure to complete the form will result in being passed-over on the vacation pick. 
 
After vacation picks are completed and throughout the year, any "open" weeks can be requested utilizing a 
Leave Request Form.  These requests are reviewed and approved based on availability.  If more than one 
person requests the same opening, the time and date stamped on the leave form shall be the determining 
factor. Verbal requests for leave are not acceptable. 
 
If for any reason an employee loses their accrued annual leave time, i.e. illness or injury, the employee must 
notify management to remove their reserved time so that this can be made available for other employees.  
It is always the employee's responsibility to monitor the vacation calendar for available annual leave time. 
 
If more than one request is received for the same vacation week, approval will be determined by the time and 
date stamped on the Leave Request Form. 
 
Annual leave with pay may not be taken prior to the time it is recorded and available for use.  Nor shall any 
annual leave be paid upon separation that has not been previously recorded and available for use by the 
employee. 
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All leave requests need to be submitted directly to a supervisor or management personnel and approved ten 
(10) days prior to Wednesday scheduling.  Any requests giving less than ten (10) days must be approved by the 
director or designee. 
 
All leave request forms being turned in will be punched in and signed by the supervisor in the upper right hand 
corner.   Each request should be checked against the Vacation and Sick Leave Balance Sheet to see if the 
employee has sufficient time for the absence.  If there is insufficient leave time available, then the director or 
designee may approve the no-pay hours. 
 
Any time off that may require NO-PAY HOURS must be approved by the director or his designee PRIOR to 
taking that time off. No-pay hours are not considered a type of leave and should not be used to plan leave 
requests. No-pay hours are intended for emergency use only.  Case-by-case instances may be approved by the 
director or his designee’s discretion. 
 
Any no-pay hours will be applied towards Lee County’s Leave of Absence Policy of 12 weeks in a five-year 
period.  Reference Lee County Policy 404 – Leave of Absence 
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400-02 Sick Leave 

 
Effective Date 
 
May 1, 2009, Revised November 15, 2012 
 
Purpose 
 
The purpose of this policy is to establish controls and standards for the utilization of sick leave and to assure, 
to the greatest extent possible, that services are uninterrupted.  
 
Procedure 
 
This policy supplements Lee County’s Policy and Procedures Manual; Policy “401–Sick Leave,” “403 – Holidays” 
and “404 – Leaves of Absence.”  
 
An employee who is ill must speak to a supervisor at least two (2) hours prior to their start time.  It is the 
employee’s responsibility to call the appropriate LeeTran dispatcher and continue attempting to call until a 
supervisor is contacted.  Passport drivers are to use the Call In voicemail box in addition to calling a dispatcher 
or supervisor as early as possible to report illness during operational hours. 
  
Sick leave resulting in NO-PAY HOURS, requires director or his designee’s approval.  Any no-pay hours will be 
applied towards Lee County’s Leave of Absence Policy 404-1; Department Directors may approve leaves of 
absences, not to exceed twelve (12) weeks in a five (5) year period, either paid or unpaid, not otherwise 
covered by another Leave Policy in Section 400 of the Policy and Procedures Manual.  
 
Sick Leave before or after a county holiday will be treated in accordance with Lee County’s Policy 403 – 
Holidays. 
 
Employees will not be allowed to enter a “no pay” status if sick leave or annual leave is available to them. 
 
Reference: Lee County Policy and Procedures Manual, 401-Sick Leave and 404–Leaves of Absence 
 
Leave Request Forms 
 
Employees are expected to complete the proper leave forms before approved leave or immediately upon 
return to work if these have not been completed in advance of the absence. 
 
Leave Request Forms being submitted after leave has occurred must be turned in to and approved by a 
supervisor immediately upon the return from the leave.  Any leave form or leave that is submitted and or 
requested after the schedule period has begun must be submitted to, requested from, and approved by a 
supervisor.   Any leave form or leave request not submitted per this policy may be subject to the employee not 
being paid for the leave time taken or requested. 
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400-03 Attendance and Punctuality 

 
Effective Date 
 
May 1, 2009, Revised November 15, 2012 
 
Purpose 
 
It is the policy of LeeTran to require employees to report for work punctually as scheduled and to work as required 
including regular hours and any required overtime. 
 
Procedure 
 
Tardiness and poor attendance disrupt workflow and customer service and will not be tolerated.  Unauthorized 
and/or excessive absences or tardiness will result in disciplinary action up to and including termination as described 
in the disciplinary guidelines which are contained in this policy.  
 
Supervisors will notify employees of the normal work schedule including starting, ending and break times, if 
applicable through direct communication and/or posting of schedules.  Employees are expected to be engaged in 
carrying out their duties during all scheduled work time.  Employees must report to their supervisor after being late 
or absent.  Employees may need to provide certification to Employee Health Services for fitness to return to full 
duty. 
 
Employees who repeatedly fail to report to work at their assigned time will result in disciplinary action up to and 
including termination as described in the disciplinary guidelines contained in this policy.  Refer to Sick Leave Policy 
No. 400-2. 
 
Employees are compensated during approved absences in accordance with the appropriate leave policies.  Failure 
to notify the supervisor properly of any absence may result in loss of compensation during the absence and may be 
grounds for disciplinary action.  
 
Any employee who is absent without notice for any shift is subject to corrective disciplinary action up to and 
including termination in accordance with Lee County policy.   
 
Employees who report for work in a condition deemed unfit for duty by their supervisor, whether for illness or any 
other reason, will not be allowed to work. 
 
Attendance During Inclement Weather  
 
Employees are expected to report to work during inclement weather conditions if the county does not declare an 
emergency closing.  Certain specified employees may be required to report to work even in the event of a declared 
emergency closing.  Hourly employees who are unable to report because of weather conditions may be given a 
chance to make up their missed time if work schedules and conditions permit, or may be allowed to use accrued 
vacation leave.  Otherwise, that time will be unpaid. 
 
Exempt salaried employees who are unable to report because of weather conditions may be required to use 
accrued vacation leave or may be required to make up the time.  An emergency phone number mailbox is in place 
for prerecorded messages.  That phone number is 239-533-8726, Option 8. 
 
Reporting to Work 
 
Employees must report to work at their scheduled time.  If an employee does not report in at their scheduled time, 
their route for the day will be given to a stand-by employee at the supervisor’s discretion.  A telephone call from the 
employee stating that they will be a few minutes late will not allow the route to be held. 
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Drivers who report to work without proper equipment and/or wearing improper attire will not be permitted to work 
at the discretion of the supervisor.  Refer to Uniform Policy No. 300-14. 
 
No Call/No Show 
 
Definition:  A no call/no show will be considered an unexcused absence.  A no call/no show incident will occur when 
an employee does not report for his/her shift.   
 
A driver that is a no-call/no-show for the day will not receive pay for that day and is subject to the progressive 
disciplinary action. 
 
Disciplinary Action: The following disciplinary action will be administered to employees who are no call/no show.  
For the purpose of this policy, disciplinary action will be based on a 12 month calendar year beginning on the date of 
the first occurrence. 
 
First Occurrence Will result in a Corrective Action written warning and will be noted on the 

performance review. 
 
Second Occurrence Will result in a Corrective Action of a 3-day unpaid suspension and will be noted 

on the performance review. 
 
Third Occurrence Will result in a Corrective Action of a 5-day unpaid suspension and will be noted 

on the performance review. 
 
Fourth Occurrence Will result in disciplinary action up to and including termination. 
 
Tardy 
 
Definition: When an employee does not report at his/her starting time, that employee is considered tardy. 
 
The operations supervisor may place the tardy employee on an open run, assign them as a stand-by or send them 
home for the day with no pay if no assignment is provided.  If sent home, the employee will receive no pay for that 
day.  Future reoccurring incidences and/or patterns of unexcused tardiness will result in progressive disciplinary 
action up to and including termination. 
 
Disciplinary Action:  The following disciplinary action will be administered to employees who are tardy.  For the 
purpose of this policy, disciplinary action will be based on a 12 month calendar year beginning on the date of the 
first occurrence. 
 
First Occurrence  Will result in a verbal warning and policy review. 
 
Second Occurrence Will result in a verbal warning and will be noted on the performance review. 
 
Third Occurrence  Will result in a written notification and policy review. 
 
Fourth Occurrence Will result in a coaching and counseling document and will be noted on the 

performance review. 
 
Fifth Occurrence Will result in a Corrective Action written warning and will be noted on the 

performance review. 
 
Sixth Occurrence Will result in a Corrective Action of a 3-day unpaid suspension and will be noted 

on the performance review. 
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Seventh Occurrence Will result in a Corrective Action of a 5-day unpaid suspension and will be noted 
on the performance review. 

 
Eighth Occurrence  Will result in disciplinary action up to and including termination 
 
Unscheduled/Unexcused Absences  
 
Employees who abuse sick leave as defined by excessive re-occurring sick leave and/or any patterns of sick leave use 
in conjunction with scheduled days off without prior approval by LeeTran management will be subject to 
progressive discipline.   
 
Taking a single sick day off in conjunction with a regular scheduled day off does not necessarily constitute abuse and 
abuse of sick leave is not limited to calling off in conjunction with regular scheduled days off.  Supervisor may 
request a doctor’s note for any sick leave use. 
 
Disciplinary Action:  For the purpose of this policy, an “occurrence” shall be considered any number of days taken 
for one absence up to five (5) days.  For example, if an employee misses five (5) days consecutively (non FML) for an 
absence, this will be considered one (1) occurrence of absence.  An absence resulting in more than five (5) days will 
constitute a new occurrence.  Disciplinary action will be based on a 12 month calendar year beginning on the date 
of the first occurrence.  
 
The following disciplinary action will be administered to employees who abuse sick leave in conjunction with 
scheduled days off.   
 
First Occurrence  Will result in a verbal warning. 
 
Second Occurrence Will result in a coaching and counseling document and will be noted on the 

performance review. 
 
Third Occurrence Will result in a Corrective Action written warning and will be noted on the 

performance review. 
 
Fourth Occurrence  Will result in disciplinary action up to and including termination. 
 
The following disciplinary action will be administered to employees for excessive re-occurring unexcused 
absences. 
 
Ten (10) Occurrences  Will result in a verbal warning. 
 
Twelve (12) Occurrences Will result in a coaching and counseling document and will be noted on the 

performance review. 
 
Fourteen (14) Occurrences Will result in a Corrective Action written warning and will be noted on the 

performance review. 
 
Sixteen (16) Occurrences Will result in a Corrective Action of a 3-day unpaid suspension and will be noted 

on the performance review. 
 
Eighteen (18) Occurrences Will result in disciplinary action up to and including termination. 
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400-04 Employees Trading Days Off  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish the guidelines for employees trading days off. 
 
Procedure 
 
The purpose of this policy is to accommodate employee trading days off that does not result in interruptions in 
schedules or causes overtime to be charged to the department.  The trading of days off is a privilege which can 
be revoked.  
 
Days traded must be during the same pay week.   
 
Both parties must agree to the hours traded. 
 
Any changes must be agreed to by both employees in writing by completing the Scheduling Agreement for 
Drivers Trading Days Off form.  This must be provided to a supervisor no later than the Monday of the current 
scheduling week for approval.  
 
The scheduler will make the appropriate changes on the schedule board and dispatch sheet.  Time cards must 
be filled out by both drivers indicating the trade. 
 
Employees completing the Scheduling Agreement are expected to complete the agreement by working the 
traded days.  Employees are expected to meet the commitment by working and not utilizing leave.  Employees 
calling off on traded days can be subject to corrective action.   
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400-05 Return to Work 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to direct employees to follow the proper procedures when returning to work after 
an extended absence other than annual leave.  An extended absence is any absence for more than three (3) 
consecutive days when notification is not being made on a daily basis by the employee. 
 
Procedure 
 
Employees, who will be out of work for an extended absence, more than 3 consecutive days or are not calling 
in for each absence, will provide their supervisor with a minimum of 24 hours notice of return to work, prior to 
the start of their next shift.  The supervisor will determine if an operator is allowed to return to duty in 
occasions where less than 24-hour notice is provided. 
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Section 500 – Fiscal Policies 
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500-01 Check Log 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to provide controls and standards for security purposes for the receipt of incoming 
checks. 
 
Procedure 
 
An administrative supervisor or designee will record all incoming checks on the “Incoming Check Log.”  The 
administrative supervisor or designee will forward all checks to the fiscal manager or designee.  The fiscal 
manager or designee will update the accounts receivable account and prepare the check for deposit. 
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500-02 Passes 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to set controls and standards for the management of bus passes.   
 
Procedure 
 
Complimentary Passes – Complimentary passes may be issued by the Customer Service Center Manager, 
Marketing Manager, or their designees.  Passes will only be issued under the following circumstances. 
 

1. To resolve customer service issues. 
 
2. Special and promotional events to increase public transit ridership and awareness in Lee County on 

LeeTran’s fixed route service. 
 

3. Training 
 

4. Ride check inspections 
 

Obsolete Commuter Pass – The fiscal manager or designee will enter the number of voided passes in the 
inventory program and destroy the passes.  
 
Vendor Pass Program – the following guidelines establish the monitoring and control of sales and inventory of 
bus passes sold by outside vendors.  
 

1. Bus passes are sold by other governmental agencies and outside vendors throughout Lee County.   
 
2. Vendor outlets will be selected at the discretion of the transit director or designee. 
 
3. Bus passes will be issued to selected vendors on consignment.  The amount of each denomination 

issued to a vendor will rely on the frequency of their sales.  A pass outlet record form will be prepared 
by the fiscal staff listing vendor contact information, type of passes issued and the total number of 
passes issued. 

 
4. Based on the pass sales, the pass inventory will be adjusted and collected as needed.  All vendor pass 

banks will be exchanged and revenue picked up a minimum of once a month regardless of the dollar 
amount. 

 
5. The fiscal staff  will visit the vendor and provide the following services: 

a. Issue a new bank of passes 
b. Complete reconciliation form verifying the amount of passes and money collected 
c. Return collected funds and passes to the fiscal department for deposit. 

 
Exceptions to Vendor Pass Sales: 
 
Rosa Parks:  Deposits are made by their staff directly to finance and the pass outlet record is reported to 
LeeTran for reconciliation with the deposit ticket received from finance.  The Rosa Parks Transportation Center 
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sends their pass sale receipts by armored car service directly to the bank and forwards the daily receipts to the 
fiscal office.  
 
FGCU:   After the monthly reconciliation, LeeTran staff invoices FGCU for the passes sold.  
 
Publix: Passes are purchased by Publix at a 5% discount, with payment due in 60 days from receipt. 
 
All records are kept in the fiscal department for three (3) years. 
 
Bus Pass Storage and Inventory 
 

1. All passes are to be stored in the LeeTran safe. 
 
2. Passes are to be issued from the safe by the fiscal staff.  Any passes issued by the fiscal staff must be 

recorded on a log maintained with the inventory.  The information recorded will be: 
a. Date 
b. Vendor 
c. Type of pass 
d. Beginning and ending pass number 
e. Total quantity issued 
f. Employee’s initials 
 

3. A physical bus pass inventory will be conducted and reconciled each month by the fiscal staff. 
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500-03 Deposit Preparation 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to provide controls for accuracy and security of deposit preparation of farebox and 
other revenues for LeeTran. 
 
Procedure 
 
1. The contents of fareboxes will be emptied daily by maintenance staff into the GFI bin located in the 

vault. 
 
2. Two fiscal employees will count currency, coin and checks, document all totals on coin counter and 

calculator, as well as the Daily Balance Sheet. 
 
3. Fiscal staff will place all currency, coin, and checks from bus fareboxes and other revenue in collection 

bags and seal the bag.  Each bag will include all identifying information requested; provide the total 
number of bags and the total of the deposit. 

 
4. The deposit will be sent to the bank via armored car service. 
 
5. The bank will count and verify all monies are collected.  The bank will deposit the funds into the Lee 

County’s general account and forward a report which provides the deposit #, date and amount. 
 

6. LeeTran forwards an account breakdown to Lee County Finance to transfer the funds from the general 
account to Lee Tran’s fund.  This report must match the bank’s deposit. 

 
7. All deposit records will be retained for a period of three years. 
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500-04 Fuel Tax 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
To provide controls and standards to complete Special and Alternative Fuel Tax Return for the Lee County 
Transit Facility as required by the State of Florida, Department of Revenue. 
 
Procedure 
 
The fiscal staff will email the Fuel Tax Return to Lee County finance every month.  Lee County finance will 
electronically file the return to the Florida Department of Revenue.  
 

1. The fiscal manager or designee shall prepare and provide the fuel tax return to the finance department 
prior to the 15th of each month.  The finance department will be responsible to file the return prior to 
the 19th of each month. 

 
2. Each calendar year, fiscal manager or designee will check the DOR website to record any changes to 

the tax rate effective on January 1 of each year.   
 

3. A copy of the Fuel Tax Return with supporting documentation, including invoices, will remain on file 
for a period of three (3) years. 

 
 

 
 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
  



 

63 LeeTran Employee Policy and Procedure Manual 

 

500-05 Minority Business Enterprise (MBE) Reporting  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to provide controls and standards to complete the MBE annual goal and biannual 
reports for Lee County Transit as required by the Federal Transit Administration (FTA). 
 
Procedure 
 

1. The fiscal manager or designee will prepare a DBE goal 60 days prior to the start of the fiscal year that 
the goal is due following the guidelines of US Department of Transportation, Federal Transit 
Administration, and Office of Civil Rights. 

 
2. The fiscal manager or designee will complete the requisite reports providing Disadvantaged Business 

Enterprise and Minority Business Enterprise awards and commitments following guidance from the US 
Department of Transportation.   

 
3. The fiscal manager or designee will complete the required reports in TEAM, which is  forwarded  to the 

Civil Rights Manager at the US Department of Transportation, Federal Transit Administration, and 
Office of Civil Rights biannually as required. 
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500-06 Purchasing 

 

Effective Date 
 
May 1, 2009, Revised September 21, 2011 
 
Purpose 
To establish for the Lee Transit Program, controls and standards to ensure accurate accounting of purchase 
orders and receiving. 
 
Procedure 
 
1) Employees will complete a P.O. Request Form to order all goods, supplies, and services.  When applicable, 

employee will provide copies of the quotes obtained to ensure pricing is fair. 
 
2) For federally funded procurements, the county’s annual contract list for professional services may not be 

used.  LeeTran is required to perform their own solicitation that is scope specific, and complies with the 
requirements of FTA Circular 4220.1F.  FTA C4220.1F Appendix D contains a matrix which outlines the FTA 
required clauses and certifications based on contract type and dollar thresholds. When applicable, signed 
FTA Certifications must be kept in the procurement file.  The solicitation must be advertised, open and 
competitive, short listed and ranked by committee, and awarded to one firm.  The successful proposer will 
be awarded the contract for a term not to exceed five years.  Task Work Orders will be issued as needed 
during the term of the contract. 

 
3) For federally funded sole source procurements, FTA guidelines must be followed.  The fiscal staff must 

ensure proper documentation of the procurement process is contained in the file: 
a) Independent Cost Estimate (ICE) 
b) Check the federal Excluded Party List Site (EPLS) to verify that the vendor and their subcontractors 

have not been suspended, debarred, ineligible or voluntarily excluded from participation in federally 
assisted transactions or procurements. 

c) Obtain the vendor’s DUNS number and check references. 
d) Must comply with the requirements of FTA Circular 4220 .1F.    FTA C4220.1F Appendix D contains a 

matrix which outlines the FTA required clauses and certifications based on contract type and dollar 
thresholds. When applicable, signed FTA Certifications must be kept in the procurement file.  (Vehicle 
procurements require additional certifications for pre and post award and Construction must comply 
with Davis Bacon Wage Act). 

e) Specifications 
f) Cost/Price Analysis 
g) Sole Source Justification and approval by FTA. 
h) Awarded supplier’s proposal. 
i) Written authorization prior to issuance of a Purchase Order 

        
4) For federally funded Micro procurements (under $3,000). The fiscal staff must ensure proper 

documentation of the procurement process is contained in the file: 
a) Fair and Reasonable Price Determination 
b) check the federal Excluded Party List Site (EPLS) to verify that the vendor, and their subcontractors 

have not been suspended, debarred, ineligible or voluntarily excluded from participation in federally 
assisted transactions or procurements 

c) Obtain the vendor’s DUNS number 
d) Davis Bacon Wage Act for construction projects over $2,000. 
e) Written authorization prior to issuance of a Purchase Order 
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5) For federally funded Small procurements (over $3,000 but under $100,000). The fiscal staff must ensure 
proper documentation of the procurement process is contained in the file: 
a) Independent Cost Estimate (ICE) 
b) check the federal Excluded Party List Site (EPLS) to verify that the vendor, and their subcontractors 

have not been suspended, debarred, ineligible or voluntarily excluded from participation in federally 
assisted transactions or procurements 

c) Obtain the vendor’s DUNS number and check references. 
d) Must comply with the requirements of FTA Circular 4220.1F.   FTA C4220.1F Appendix D contains a 

matrix which outlines the FTA required clauses and certifications based on contract type and dollar 
thresholds. When applicable, signed FTA Certifications must be kept in the procurement file.    (Vehicle 
procurements require additional certifications for pre and post award and Construction contracts must 
comply with Davis Bacon). 

e) Specifications 
f) Price Quote 
g) Cost/Price Analysis 
h) Awarded supplier’s proposal. 
i) Written authorization prior to issuance of a Purchase Order 

 
6) For federally funded procurements over $100,000.  The fiscal staff must ensure proper documentation of 

the procurement process is contained in the file: 
a) Independent Cost Estimate (ICE) 
b) Ad to insure open and competitive process 
c) Specifications 
d) Must comply with the requirements of FTA Circular 4220.1F.   FTA C4220.1F Appendix D contains a 

matrix which outlines the FTA required clauses and certifications based on contract type and dollar 
thresholds. When applicable, signed FTA Certifications must be kept in the procurement file.   (Vehicle 
procurements require additional certifications for pre and post award and Construction must comply 
with Davis Bacon). 

e)  Pre-Bid meetings  
f) Bid Addendums, if applicable.      
g) Bid tabulation or Ranking sheet 
h) Cost/Price analysis of the bids       
i) Awarded supplier’s proposal 
j) Check the federal Excluded Party List Site (EPLS) to verify that the vendor, and their subcontractors 

have not been suspended, debarred, ineligible or voluntarily excluded from participation in federally 
assisted transactions or procurements 

k) Obtain the vendor’s DUNS number and check references. 
l) Award recommendation 
m) Board approval sheet authorizing the purchase or the award. 
n) Notice of protests, if any. 
o) For federally funded procurements, all FTA requirements will be followed when using a “Tag-On or 

Piggybacking” Process.   The procurement must comply with the requirements of FTA Circular 4220.1F.   
FTA C4220.1F Appendix D, contains a matrix which outlines the FTA required clauses and certifications 
based on contract type and dollar thresholds. When applicable, signed FTA Certifications must be kept 
in the procurement file.  (Vehicle procurements require additional certifications for pre and post 
award and Construction contracts must comply with Davis Bacon). 
 

7)  LeeTran will contact the agency who prepared the bid to ensure the bid contains an assignability clause 
and the original quantity bid has sufficient capacity left for LeeTran to proceed with the procurement.   
 

8) Fiscal staff will complete Quote #, Vendor #, Account Code and commodity code.  Fiscal staff will obtain 
proper authorization of the Purchase Order Request. 
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9) Fiscal staff will input request in the computer and after purchasing has issued the P.O. # will provide the 

requestor with a copy. 
 

10) Person receiving ordered goods and/or services will follow “Procedure 19 – Receiving” in the Purchasing 
Manual. 
 

11) Person receiving items will provide the fiscal office all original documentation.  If a partial shipment is 
received, a copy of material request will be sent with bill of lading and/or invoice. 
 

12) Fiscal staff will follow Procedure 20 in the Purchasing Manual for payments.  
 

LeeTran’s Purchasing Policy follows the Lee County Purchasing Manual and references specific procedures 
contained there.  The manual is available on line under Lee County Purchasing Department.  FTA Circular C 
4220.1F and Appendices A through D are available in the Fiscal Manager’s Office for any employee who would 
like a copy. 
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500-07 Farebox Revenue Reconciliation  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish standards and controls for the reconciliation of farebox and other 
revenues. 
 
Procedure 
 
1. Daily GFI reports will be reviewed and distributed.  Probing, maintenance and security reports will be 

provided to the Transit Director and other staff as appropriate for monitoring.  At a minimum security 
reports will be provided to the Transit Director, Maintenance Manager and Fiscal Manager; Probing 
reports will be provided to the Maintenance Manager and Fiscal Manager; maintenance report will be 
provided to Maintenance Manager.  

 
2. Fiscal staff will compare the bus assignment sheet to the daily probe report to verify each bus was probed 

and all cash was removed. 
 
3. Fiscal staff will enter the ridership from GFI, and deposit amount sent to the bank which includes farebox 

revenue, pass sales, other fare contributions and other revenues into the computer. 
 
4. Fiscal staff will adjust the balance sheet after receipt of the bank count. 
 
5. Fiscal staff will send the deposit distribution to finance to credit the appropriate revenue account. 
 
6. Fiscal staff will maintain all revenue information by date for a period of three years. 
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500-08 Accounts Receivable 

 
Effective Date 
 
May 1, 2009   
 
Purpose 
 
The purpose of this policy is to provide a method for the accounting and recording of accounts receivables. 
 
Procedure 
 
1. Upon the collection and verification of data, an invoice will be generated in QuickBooks by the fiscal staff. 
 
2. Two copies of the invoice will be provided to the party being billed, with the third copy retained  for a 

period of three years. 
 
3. The fiscal office will track outstanding invoices through the report functions in QuickBooks, and will send 

statements monthly to the customer on any outstanding balances. The fiscal staff will also call as needed 
to collect outstanding balances.  

  
4. Upon receipt of payment, the payment will be posted in QuickBooks and a copy of the check and 

corresponding invoice will become part of the deposit prepared by the fiscal office. 
 
5. The fiscal manager will review a schedule of account receivables monthly and provide a copy to the Transit 

Director, Marketing Manager, and Deputy Director and/or their designees.   
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500-09 Grants 

 
Effective Date 
 
May 1, 2009, Revised August 27, 2013 
 
Purpose 
 
The purpose of this policy is to provide Lee County Transit employees with policy guidelines, management 
procedures and information on the development, management and reporting of grants awarded to the transit 
department. 
 
Procedure 
 
Authority 
 
All grants will be applied for and approved in accordance with Lee County policy and procedures.   
 
Grant applications will be completed, signed and submitted by the Transit Director and accepted after 
approval from the Board of County Commissioners. 
 
Application 
 
Completion of the grant application is the responsibility of the Grants Analyst.  The Fiscal Manager will review 
and the Transit Director will submit the application. 
 
Contracts 
 
Grant contracts will be placed on the Board of County Commissioner’s agenda for review and discussion.  
Approval of contracts will be in accordance with Lee County policy. 
 
Should a grant require modification of the county budget, a budget modification will be required through the 
budget office and completed in accordance with county policy. 
 
Compliance with Grant Requirements 
 
The Grants Analyst is responsible for compliance with all aspects of grant requirements including monitoring to 
ensure that grant activities are properly accomplished, grant accounting and tracking to assure that grant 
requests for reimbursement are accurate and submitted on schedule or as soon as possible after completion of 
grant activities. 
 
An inventory of all grants will be maintained by the Grants Analyst and updated periodically so as to contain 
the most current status of grants awarded to the Transit Department.  The grant inventory will contain 
effective dates and anticipated close-out dates. 
 
File Maintenance and Public Disclosure 
 
The original grant contract and any approved amendments are retained by the Clerk of Courts to the Board. 
 
The official grant file including a copy of the signed contract and all documents associated with the grant, 
including the contract and any amendments, applications, activity reports, requests for reimbursements, fiscal 
reports and other correspondence will be maintained by the Grants Analyst. 
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Public disclosure requests regarding grants will be coordinated through the Grants Analyst and the Lee Tran 
Marketing Manager. 
 
An inventory listing of equipment obtained with grant funds will be maintained by transit fiscal staff in 
accordance with established County policy.  The inventory will be maintained and physically accounted for. 
 
Disposition of capital equipment purchased with grant funds will be done in accordance with the policies and 
procedures set forth in the terms and conditions contained in the grant. 
 
Grant Revenue 
 
In accordance with the county’s General Financial Policies, all grant revenues will be deposited to revenue 
accounts specific to the grant and grant year and separated into revenues for operating and capital costs.  The 
Grants Analyst will create and maintain revenue figures to ensure proper crediting of grants by year, allocation 
and projects. 
 
The Grants Analyst will coordinate with Fiscal Manager to ensure that reimbursement-based, multi-year grant 
revenue and expenditures are budgeted in the year during which the grant activity is completed. 
 
Wire Transfers 
 
In order to execute a transaction with the Federal government for the reimbursement of eligible grant 
expenses, a wire transfer will be completed based on the following procedures. 
 
Fiscal staff will verify invoices for eligible expenses. 
 
Documentation of requested reimbursement will be prepared on a quarterly basis.  All expenditure detail 
reports generated will encompass a complete month or a complete quarter.  Strict compliance with this 
procedure is necessary to ensure duplicate billing will not occur. 
 
An FTA ECHO payment request form will be completed for review by the Fiscal Manager and signature by the 
Transit Director.  This form will be prepared according to the instruction in the ECHO Web User Manual for FTA 
and FAA Grantees. 
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500-10 Ethics 

 
Effective Date 
 
July 19, 2011 
 
Purpose 
 
To establish for the Lee Transit Program controls and standards for adherence to a Code of Ethics. 
 
Procedure 
 
Lee County Transit employees, officers, and agents shall adhere to the Code of Ethics for Public 
Officers and Employees as set forth in Part III of Chapter 112, Florida Statutes. 
 
Lee County Transit believes that ethical principles should govern the conduct of every person employed by any 
public sector procurement or materials management organization and shall be governed by the highest ideals 
of honor and integrity in all public and personal relationships in order to merit the respect and inspire the 
confidence of the organization and the public being served. 

 
No procurement staff member shall solicit or accept anything of value including a gift, loan, reward or promise 
of future employment, favor, or service based on the understanding that any official action or judgment of the 
employee would be influenced thereby.   Procurement staff, officers, and agents shall not accept gifts of any 
type, price or size from any person or firm doing business with the County, or any person who intends to do 
business with the County.  
 
 Employees shall not directly or indirectly, seek or accept personal gain which would influence, or appear to 
influence, the conduct of their official duties.  Employees will not use public property or resources for personal 
gain. 
 
Lee County Transit employees and agents are required to disclose to the Procurement official any actual or 
perceived conflict of interest that exists between themselves and an offerer.  If a conflict of interest is 
perceived to exist, a county employee, officer or agent may be ineligible to serve on an evaluation committee, 
oversee contract negotiations or participate in the solicitation process in any manner. 
 
The employee shall exercise prudence and integrity in the management of funds in their custody and in all 
financial transactions. 
 
The employee shall demonstrate professional integrity in the issuance and management of information and 
during bid and or contract solicitations shall respect and protect privileged information.   The evaluation 
committee is prohibited from discussing the procurement with potential vendors outside of the solicitation 
process.  
 
Employees shall refrain from engaging in any outside matters of financial or personal interest incompatible 
with the impartial and objective performance of their duties. 
 
Lee County believes that personal aggrandizement or personal profit obtained through misuse of public or 
personal relationships is dishonest and is not tolerable. 
 
Any violation of Lee County Transit’s Procurement Ethics Policy will result in disciplinary action up to and 
including termination and may also result in the punishment prescribed in Part III of Chapter 112, Florida 
Statute.  
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500-11 FTA Funded Procurements 

 
Effective Date 
 
September 20, 2012 
 
Purpose 
 
To establish guidelines when using Federal funds for the procurement of goods, services, materials and equipment 
to ensure compliance with FTA  C 4220.1F.   
 
Procedure 
 
1. Managers will meet with the Fiscal Manager to discuss the availability of grant funds, budget, and the best 

procurement process to be used.  
 
2.  At  the  Procurement Planning Meeting  Appendix I will be filled out to determine: 
 

a) The availability of grant funds and budget. 
b) The Method of Procurement, i.e. Micro, Small, Over $100K. 
c) The Contract type that will be used, i.e.  Fixed price, firm fixed unit prices, blanket purchase order, 

indefinite delivery/indefinite quantity (IDIC), etc 
d) The Completive Process that will be used, i.e.  Sealed Bids (IFB) or  Completive Proposals (RFP)  

 
3.  If Piggybacking  Appendix J and Lee County Piggybacking forms must be completed. 
 
4.  If Sole Source Appendix E Form must be completed. 
 
5.  Statement of Work (SOW) must be completed by the Division Head or Project Manager.  Appendix D.   
 
6. An Independent Cost Estimate must be completed by the Division Head or Project Manger, Appendix A. 
 
7.  The Fiscal Manager or designee will work with Lee County Procurement to develop the ad and the bid package 
from the SOW. The bid specifications will contain a clear and accurate description of the technical requirements for 
materials, product, or service to be procured.   Written selection procedures will be included in every procurement 
and the evaluation criteria will be listed in order of importance.  The specific method of procurement and contract 
type will be listed in the solicitation.  Criteria for rejecting bids will be included in the solicitation.   In addition, the 
language referring to local preference must be removed the Lee County General Conditions.   Appendix K will be 
used to determine the required signed FTA certifications.  The bid package will contain the LeeTran General 
Conditions, Attachment A.    
 
8.  The Fiscal Manager or designee will meet with the Division Head or Project Manager to complete Contract 
Administration Planning Process, Appendix M. 
  
9 Bids/Proposals are received – Lee County Procurement will receive the bids/proposals and prepare a bid 

tabulation sheet or a committee evaluation ranking sheet. 
 
10. Prior to an award recommendation, the Fiscal Manager or designee will meet with the Project Manager and Lee 
County Procurement to complete the Responsibility Determination Form, Appendix B.  This form contains the 
requirement to check financials, references, the Excluded Party List System (EPLS) website which must be checked 
and printed to confirm the eligibility of the vendor, etc.   
 
11.  Cost/Price Analysis Form, Appendix F or G, must be completed by the Fiscal Manager or designee and the 
Project Manager.  
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12.  The Fair and Reasonable Price Form, Appendix C, must be completed to ensure the price is fair and reasonable 
based on the ICE and the Price or Cost Analysis.  This form must be completed by the Fiscal Manager or designee. 
 
13. The Fiscal Manager or designee will check to ensure all FTA required certifications have been signed and 
returned  prior to award. 
 
14.  Evaluation of Options must be done prior to contract award or at the time of exercising options.   In either case, 
proper documents must be in the file verifying the evaluation was preformed. 
 
15.  The Fiscal staff will complete the Procurement File checklist, to ensure all required steps have been followed 
and all necessary documents are contained in  the file prior to award. 
 
16.  A PO Request Form to order all goods, supplies, and services must be completed.   

 
17. Fiscal Staff will complete Quote #, Vendor #, Account Code and commodity code.  Fiscal Staff will obtain proper 

authorization of Purchase Order Request. 
 

18. Fiscal Staff will input the requisition in the computer.  All federally funded procurements must include a link to 
the LeeTran webpage and the following language:  “LeeTran is a recipient of federal assistance from the Federal 
Transit Administration.  When using Federal assistance to finance its procurements, LeeTran must observe all 
applicable federal requirements.  This procurement is funded in part by the Federal Transit Administration and 
by accepting this purchase order, the vendor agrees to the terms and conditions as contained in the link below:”  

 http://www.rideleetran.com/FTAProcurmeent.html 
 After Procurement has issued the P.O. #, the fiscal staff will provide the requestor and the vendor  with a copy. 
 
19.  Project Manager and Fiscal staff will monitor the performance of the vendor until the Purchase Order is 

complete and closed.  When applicable, the Contract monitoring form, Appendix M,  will be completed and 
followed until project close out. 

 
20.  Review of Options must be documented at time of award, or when contract is being renewed. 
 
21. Person receiving ordered goods and/or services will follow “Procedure 19 – Receiving” in the Purchasing 

Manual which requires the receiving person to inventory and verify the order matches the packing slip and the 
purchase order. If a discrepancy occurs, the vendor and fiscal staff must be notified to rectify the discrepancy.     
The packing slip or invoice must be mark Items received or work completed and OK to process payment, and 
employee must print and sign their name and date.   

 
22. Person receiving items will provide the Fiscal Office all original documentation.  If a partial shipment is received, 

a copy of Material Request will be sent with bill of lading and/or invoice. 
 

23. Fiscal Staff will follow Procedure 20 in the Purchasing Manual for payments. Final Payments for Construction 
Contracts  require various documentation as outlined in the Procurement Manual. 

 
24.  Fiscal staff will review Procurement Files semiannually to ensure compliance with 4220.1F. 
 
 

LeeTran’s Purchasing Policy follows the Lee County Purchasing Manual and references specific procedures 
contained there.  The manual is available on line under Lee County Purchasing Department.   
 
 FTA Circular C 4220.1F and Appendices A through D are available in the Fiscal Manager’s Office for any employee 
who would like a copy, or they are available on the LeeTran website. 
 

http://www.rideleetran.com/FTAProcurmeent.html
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VII. APPENDIX ITEMS 
 

APPENDIX A: INDEPENDENT COST ESTIMATE 

APPENDIX B: RESPONSIBILITY DETERMINATION FORM 

APPENDIX C: FAIR AND REASONABLE PRICE DETERMINATION 

APPENDIX D: SOW TEMPLATE 

APPENDIX E: SOLE SOURCE JUSTIFICATION FORM 

APPENDIX F: COST ANALYSIS FORM 

APPENDIX G: PRICE ANALYSIS 

APPENDIX H: PROCUREMENT SUMMARY EXAMPLE 

APPENDIX I: PROCUREMENT DECISION MATRIX 

APPENDIX J: PIGGYBACKING CHECKLIST 

APPENDIX K: CONTRACT CLAUSE MATRIX 

APPENDIX L: LEE COUNTY/LEETRAN ORGANIZATION 

APPENDIX M: CONTRACT ADMINISTRATION PLANNING PROCESS 
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APPENDIX A: INDEPENDENT COST ESTIMATE 
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APPENDIX B: RESPONSIBILITY DETERMINATION FORM  

 

 

 

1. Appropriate financial, 
equipment, facility, and 
personnel 

 Yes    No 
Can review standard ratios on submitted financial 
reports or ask for D&B report 

2. Ability to meet the delivery 
schedule 

 Yes    No 
Conduct an analysis of the offeror’s technical 
approach 

3. Satisfactory period of 
performance 

 Yes    No 
Tied to reference check; can also use D&B Past 
Performance Evaluation service/product 

4. Satisfactory record of 
integrity, not on declined or 
suspended listings 

 Yes    No 
Attach the results from checking the Excluded 
Parties website at www.epls.gov 

5. Ability to get bonding and 
insurance 

 Yes    No 
Evaluate insurance certificate and assurances from 
Bonding company 
___________________________________________ 
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APPENDIX C: FAIR AND REASONABLE PRICE DETERMINATION 
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APPENDIX D: SOW TEMPLATE  

Statement of Work Title: [Type text]  

1.0 Project Background 

Describe the need for the goods or services, the current environment, and the transit agency’s 
key objective(s) as it relates to this requirement.  Provide a brief description/summary of the 
goods or services sought. 

Short statement of the problem to be resolved 

Expected project duration 

Transit agency organizational units and/or key individuals involved in managing the 
project 

Alternative solutions or implementation strategies evaluated 

a) Transit agency requires these products and/or services due to:  

     

b) Transit agency is attempting to complete a project on                                       and  requires 
supplier/contractor assistance in the: 

 

c) The completion of this work will help the transit agency:  

 

2.0 Scope 

Include a high-level view of the procurement, its objectives, size and projected outcomes.   

Describe the extent of what the work entails. 

 

This procurement is limited to the purview of: 

  

To support the location(s) of:  [Type text] 

 

The supplier / contractor will provide such products and / or services to achieve the following 
outcomes (state quantitative or measureable outcomes): 

 

1) [Type text] 

2) [Type text] 

3) [Type text] 

 

Only work within this scope can be performed under an eventual contract. 

2.1 Results 

Indicate the key end results that the project will achieve when successfully executed.  
Measurable performance indicators for anticipated benefits may also be listed here. 
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2.2 Anticipated Benefits 

Describe what the organization will gain through completion of this project. 

 

2.3 Business Processes Impacted 

Review major changes in the way work will be conducted once the project is complete (if any). 

 

 

2.4 Customers / End Users Impacted 

Identify the specific individuals or groups whose work will be most affected during and after the 
project’s execution. 

 

 

3.0 Applicable Documents 

List legal, regulatory, policy, security, and similar relevant documents.  Include publication 
number, title, version, date and where the document can be obtained.  If only certain portions of 
documents apply, state this.  Indicate the definition of terms, if needed. 

List any publications, manuals, and regulations that the supplier / contractor must abide by: 

a) [Type text] 

b) [Type text] 

c) [Type text] 

Definitions and Acronyms: 

 

4.0 Summary of Requirements 

These are the key tasks expected of the supplier / contractor according to the Schedule and the 
Statement of Work.  

List the key technical and functional requirements for the project.  Highlight up to 20 
requirements that you consider to be essential to the ultimate success of the project.   Include 
the expected outputs / outcomes and performance standards. 

Write tasks to be performed in a logical and sequential arrangement of work to the extent 
possible.  Describe the tasks in terms of outcomes expected, such as response time, cleanliness 
level, equipment up-time and functionality.  Use “work” words, such as: 

1) Review… 

2) Analyze… 

3) Repair… 

4) Install… 

5) Construct… 

All tasks should have quantifiable or observable results. 
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5.0 Schedule and Deliverables 

List all outputs / outcomes and submittals with specific due dates or time frames.  Include type, 
quantity and delivery point (s).  Include the acceptance criteria for each. 

Milestone or Major Project Deliverable Planned Completion Date 

  

  

  

  

6.0 Quality Assurance Plan 

Explain what the transit agency’s quality expectations are, how (and how often) deliverables or 
services will be monitored and evaluated, and the process to follow when the outputs / outcomes 
are below performance standards. 

The following levels of quality are to be judged acceptable under this contract: 

 

a) All milestones or services will be achieved and all reports will be submitted on time in 
accordance with Section 5.0 of this SOW. 

 

b) All milestones, services, products or reports will meet the outcomes noted in Section 4.0 of this 
SOW. 

 

c) Supplier / Contractor work will be monitored by transit agency project and Contract 
Management Staff. 

 

d) Specific quality requirements for this contract are as follows: 

        1) On time policy           =        [Type text] 

        2) Acceptable quality   =          [Type text] 

        3) Responsiveness         =        [Type text] 

        4) Service Level              =        [Type text] 
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APPENDIX E: SOLE SOURCE JUSTIFICATION FORM 

 

Procurement by noncompetitive proposals may be used only when the award of a contract is 
infeasible under small purchase procedures, sealed bids, or competitive proposals and at least one of 
the following circumstances applies: 
Check one: 

 The item is available only from a single source (sole source justification is attached).  

 The public exigency or emergency for the requirement will not permit a delay resulting from 
competitive solicitation (documented emergency condition is attached).  

 FTA authorizes noncompetitive negotiations (letter of authorization is attached).  

 After solicitation of a number of sources, competition is determined inadequate (record of source 
contacts is attached).  

 The item is an associated capital maintenance item as defined in 49 U.S.C. §5307(a)(1) that is 
procured directly from the original manufacturer or supplier of the time to be replaced (price 
certification attached). 

 
Comments: 
 
 

 
 

 
 

 

 Independent Estimate and Cost Analysis are attached. 
 
_____________________________  __________________________ 
Purchasing Agent    Senior Manager     
 
_____________________________  __________________________ 
Date      Date     
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APPENDIX F: COST ANALYSIS FORM 

           PAGE     OF     PGS 

COST ANALYSIS SUMMARY  (For New Contracts Including Letter Contracts) 
(See Instructions below) 

SOLICITATION # 
      

PREPARER'S NAME, DEPARTMENT, TITLE, PHONE 
      

SUPPLIES AND/OR SERVICES TO BE FURNISHED 
      

DIVISION(S) AND LOCATION(S) WHERE WORK IS TO BE 
PERFORMED 
      
 

APPROVAL SIGNATURE 
      

 

DETAIL DESCRIPTION OF COST ELEMENTS 
 

1.  DIRECT MATERIAL 
 

Vendor A 
Proposal 

Vendor B 
Proposal 

Independen
t 

Estimate 
 

Analysis 

A.  PURCHASED PARTS                         

B.  SUBCONTRACTED ITEMS                         

C.  OTHER -   (1)  RAW MATERIAL                         

    (2)  STANDARD COMMERCIAL ITEMS                         

TOTAL DIRECT MATERIAL     

2.  MATERIAL OVERHEAD (RATE  % x $ BASE *)                         

       

 
3.  DIRECT LABOR 

ESTIMATED 
HOURS 

RATE/ 
HOUR 

Vendor  
A ($) 

Vendor  
B ($) 

Independent 
Estimate Variance 

                                

                                

                                

                                

                                

                                

                                

TOTAL DIRECT LABOR                                     

       

 
4.  LABOR OVERHEAD  

 
 

Vendor  
A ($) 

Vendor  
B ($) 

Independent 
Estimate Variance 

OH Rate                                     

X BASE (labor total above)                                     

TOTAL LABOR OVERHEAD                                     

     

 
5.  OTHER DIRECT COSTS 

Vendor  
A ($) 

Vendor  
B ($) 

Independent 
Estimate Variance 

A.  SPECIAL TOOLING/EQUIPMENT                         

TOTAL SPECIAL TOOLING/EQUIPMENT                         

B.  TRAVEL                         

(1)  TRANSPORTATION                         

(2)  PER DIEM OR SUBSISTENCE                         

TOTAL TRAVEL                         

     

DETAIL DESCRIPTION OF COST ELEMENTS (continued) 
Vendor  

A ($) 
Vendor  

B ($) 
Independen
t Estimate Variance 
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C.  INDIVIDUAL CONSULTANT SERVICES                         

TOTAL INDIVIDUAL CONSULTANT SERVICES                              

D.  OTHER                            

TOTAL OTHER                           

E. SUBTOTAL DIRECT COST AND OVERHEAD                              

6.  GENERAL AND ADMINISTRATIVE (G&A) RATE  %      

X $  BASE (Use 5.E above)                            

7.  ROYALTIES (if any)                         

8. SUBTOTAL ESTIMATED COST                         

9.  CONTRACT FACILITIES CAPITAL AND COST OF MONEY                         

10. SUBTOTAL ESTIMATED COST                         

11.  FEE OR PROFIT                         

12.TOTAL ESTIMATED COST AND FEE OR PROFIT                         

13. Discounts                         

14. Option Costs (specify)                         

15. ADJUSTED COST                         

    
ANALYSIS GUIDELINES 
1. DIRECT MATERIAL 

A. Analyze Purchased Parts:  Provide a consolidated price analysis  of material quantities included in the various 
tasks, orders, or contract line items being proposed and the basis for pricing (vendor quotes, invoice prices, etc.).   

B. Subcontracted Items:  Analyze the total cost of subcontract effort and supporting written quotations from the 
prospective subcontractors 

C. Other: 
(1) Raw Material: Review any materials in a form or state that requires further processing.  Analyze priced 

quantities of items required for the proposal.  Consider alternatives and total cost impact. 
(2) Standard Commercial Items:  Analyze proposed items that the offeror will provide, in whole or in part, and 

review the basis for pricing. Consider whether these could be provided at lower cost from another source. 
2. MATERIAL OVERHEAD 

Verify that this cost is not computed as part of labor overhead (item 4) or General and Administrative (G&A) (Item 6). 
3. DIRECT LABOR 

Analyze the hourly rate and the total hours for each individual (if known) and discipline of direct labor proposed.  
Determine whether actual rates or escalated rates are used .  If escalation is included, analyze the degree (percent) 
and rationale used. Compare percentage of total that labor represents for each bid. 

4. LABOR OVERHEAD 
Analyze comparative rates and ensure these costs are not computed as part of G&A. Determine if Government 
Audited rates are available, 

5. OTHER DIRECT COSTS 
A. Special Tooling/Equipment.  Analyze price and necessity of specific equipment and unit prices.   
B. Travel.  Analyze each trip proposed and the persons (or disciplines) designated to make each trip.  Compare and 

check costs. 
C. Individual Consultant Services.  Analyze the proposed contemplated consulting.  Compare to independent 

estimate of the amount of services estimated to be required and match the consultants' quoted daily or hourly 
rate to known benchmarks. 

D. Other Costs.  Review all other direct charge costs not otherwise included in the categories described above (e.g., 
services of specialized trades, computer services, preservation, packaging and packing, leasing of equipment and 
provide bases for pricing. Scan for duplication or omissions.  

6. GENERAL AND ADMINISTRATIVE EXPENSE 
See notes on labor overhead above and check whether the base has been approved by a Government audit agency 
for use in proposals. 

7. ROYALTIES 
If more than $250, analyze the following information for each separate royalty or license fee; name and address of 
licenser; date of license agreement; patent numbers, patent application serial numbers, or other basis on which the 
royalty is payable; brief description (including any part of model numbers or each contract item or component on 
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which the royalty is payable); percentage or dollar rate of royalty per unit; unit price of contract item; number of 
units; and total dollar amount of royalties,  

8. SUBTOTAL ESTIMATED COST 
Compare the total of all direct and indirect costs excluding Cost of Money and Fee or Profit. Note reasons for 
differences. 

9. CONTRACT FACILITIES CAPITAL AND COST OF MONEY 
Analyze the offerors' supporting calculations and compare to known standards.  

10. SUBTOTAL ESTIMATED COST 
This is the total of all proposed costs excluding Fee or Profit.  Determine the competitive range. Question outliers. 

11. FEE OR PROFIT 
Review the total of all proposed Fees or Profit. Remember that the HUD prohibits cost plus percentage of cost 
contracting. 

12. TOTAL ESTIMATED COST AND FEE OR PROFIT 
Analyze the range of total estimated costs including Fee or Profit, and explain variance to independent estimate. 
Identify areas for negotiation or areas to be challenged.  Explain your conclusions regarding fair and reasonable 
pricing.    

13. DISCOUNTS 
Review basis for Discounts and range between offers. 

 
 
 
ATTACH NARRATIVE COST ANALYSIS MEMO ADDRESSING ITEMS AS INSTRUCTED ABOVE.  
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APPENDIX G: PRICE ANALYSIS 

 

PO / Contract: ________________________________________________________ 
The evidence compiled by a price analysis includes: 
 

 Developing and examining data from multiple sources whenever possible that prove or strongly 
suggest the proposed price is fair. 

 Determining when multiple data consistently indicate that a given price represents a good value for 
the money. 

 Documenting data sufficiently to convince a third party that the analyst’s conclusions are valid.   

DATE:____________________  PREPARED BY: ________________________________________ 
 
 

The pricing quoted on the attached sheet(s) is deemed to be fair and reasonable based on the following type of 
analysis: 

 Comparison with competing suppliers’ prices or catalog pricing for the same item.  (Complete 
comparison matrix and attach supporting quotes or catalog pages.)  

 Comparison of proposed pricing with in-house estimate for the same item. (Attach signed in-house 
estimate and explain factors influencing any differences found. Complete summary matrix.) 

 Comparison of proposed pricing with historical pricing from previous purchases of the same item, 
coupled with market data such as Producer Price Index or Inflation Rate over the corresponding time 
period.  (Attach data and historical price record). 

 Analysis of price components against current published standards, such as labor rates, dollars per 
pound etc.  to justify the price reasonableness of the whole.  (Attach analysis to support conclusions 
drawn.) 

 

SUMMARY MATRIX 
 

Item 
Proposed 

Pricing 
Average 

Market Price 
Competitor 

A 
Competitor 

B 
In-House 
Estimate Other 

       

       

       

       
 

Attachments:  
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APPENDIX H: PROCUREMENT SUMMARY EXAMPLE 
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APPENDIX I: PROCUREMENT DECISION MATRIX 

 

 

Method of Procurement 

Micro-purchase Competitive Procurement 

Amount < $3,000 Amount > $3,000

Multiple Sources Multiple Sources

Not an Emergency

Small Purchase

Amount < $100,000 Sealed Bid (IFBs)   > $100,000

Complete and Adequate Specification or Description Complete and Adequate Specification or Description

Two or more quotes available Two or more responsible bidders willing to compete

Selection can be made on the basis of price alone

Firm Fixed Price Contract is used

No discussion with bidders required after receipt of bids

Sole Source 

Approved by FTA

OEM, Custom Item OR

Only One Source OR Competitive Proposals (RFPs)   > $100,000

Competition Inadequate after Solicitation OR Complete Specifications Not Feasible

Emergency/Public Exigency Bidder Input Needed

Two or more responsible bidders willing to compete

Discussion needed with bidders after proposals

Fixed price can be set after discussions  -- OR -- 

a cost reimbursement contract is determined

Selection of Contract Type

Type of Contract Justification for T&M Type Contract (if selected)

Fixed price

Firm fixed unit prices

Cost plus fixed fee

Time and materials (T&M)

Blanket purchase order

Indefinite Delivery Indefinite Quantity (IDIQ)
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APPENDIX J: PIGGYBACKING CHECKLIST 

Definition: Piggybacking is the post-award use of a contractual document/process that allows someone who 
was not contemplated in the original procurement to purchase the same supplies/equipment through that 
original document/process. ("FTA Dear Colleague" letter, October 1, 1998).    
In order to assist in the performance of your review, to determine if a situation exists where you may be able 
to participate in the piggybacking (assignment) of an existing agreement, the following considerations are 
provided.  Ensure that your final file includes documentation substantiating your determination. 
 

WORKSHEET YES NO 

1.  Have you obtained a copy of the contract and the solicitation document, including the 
specifications and any Buy America Pre-award or Post- Delivery audits?   

  

2. Does the solicitation and contract contain an express “assignability” clause that 
provides for the assignment of all or part of the specified deliverables? 

  

3.  Did the Contractor submit the “certifications’ required by Federal regulations?  See 
BPPM Section 4.3.3.2. 

  

4.  Does the contract contain the clauses required by Federal regulations?  See BPPM 
Appendix A1. 

  

5.  Were the piggybacking quantities included in the original solicitation; i.e., were they in 
the original bid and were they evaluated as part of the contract award decision? 

  

6.  If this is an indefinite quantity contract, did the original solicitation and resultant 
contract contain both a minimum and maximum quantity, and did these represent the 
reasonably foreseeable needs of the parties to the contract? 

  

7.  If this piggybacking action represents the exercise of an option in the contract, is the 
option provision still valid or has it expired? 

  

8. Does your State law allow for the procedures used by the original contracting agency: 
e.g., negotiations vs. sealed bids? 

  

9.  Was a cost or price analysis performed by the original contracting agency 
documenting the reasonableness of the price?  Obtain a copy for your files. Have you 
performed a market analysis of the prices to be paid and have you determined the 
price to be fair and reasonable and in the best interests of the Agency? 

  

10.  If the contract is for rolling stock or replacement parts, does the contract term comply 
with the five-year term limit established by FTA?  See FTA Circular 4220.1F, Chapter 
IV, 2 (14) (i). 

  

11.  Was there a proper evaluation of the bids or proposals?  Include a copy of the analysis 
in your files. 

  

12.  If you will require changes to the vehicles (deliverables), are they “within the scope” 
of the contract or are they “cardinal changes”?  See BPPM Section 9.2.1. 

  

Note: This worksheet is based upon the policies and guidance expressed in (a) the FTA Administrator's "Dear 
Colleague" letter of October 1, 1998, (b) the Best Practices Procurement Manual, Section 6.3.3—Joint 
Procurements of Rolling Stock and “Piggybacking,” and (c) FTA Circular 4220.1F. 
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APPENDIX K: CONTRACT CLAUSE MATRIX 

APPLICABILITY OF THIRD PARTY CONTRACT PROVISIONS 
(excluding micro-purchases, except Davis-Bacon requirements apply to contracts exceeding $2,000) 

 

PROVISION 
Professional 

Services/A&E 
Operations/ 

Management 

Rolling 
Stock 

Purchases Construction 
Materials & 

Supplies 

No Federal Government 
Obligations to Third Parties  
(by Use of a Disclaimer)  

All All All All All 

False Statements or Claims  
Civil and Criminal Fraud 

All All All All All 

Access to Third Party 
Contract Records  

All All All All All 

Changes to Federal 
Requirements  

All All All All All 

Termination  >$10,000 if 49 
CFR Part 18 
applies. 

>$10,000 if 49 
CFR Part 18 
applies. 

>$10,000 if 49 
CFR Part 18 
applies. 

>$10,000 if 49 
CFR Part 18 
applies. 

>$10,000 if 49 
CFR Part 18 
applies. 

Civil Rights  
(Title VI, EEO, ADA)  

>$10,000 >$10,000 >$10,000 >$10,000 >$10,000 

Disadvantaged Business 
Enterprises (DBEs)  

All All All All All 

Incorporation of FTA Terms  All All All All All 

Debarment and Suspension  >$ 25,000 >$ 25,000 >$ 25,000 >$ 25,000 > $25,000 

Buy America    >$100,000 >$100,000 >$100,000 

Resolution of Disputes, 
Breaches, or Other Litigation  

>$100,000 >$100,000 >$100,000 >$100,000 >$100,000 

Lobbying  >$100,000 >$100,000 >$100,000 >$100,000 >$100,000 

Clean Air  >$100,000 >$100,000 >$100,000 >$100,000 >$100,000 

Clean Water  >$100,000 >$100,000 >$100,000 >$100,000 >$100,000 

Cargo Preference    For property 
transported by 
ocean vessel. 

For property 
transported by 
ocean vessel. 

For property 
transported by 
ocean vessel. 

Fly America  For foreign air 
transport or 
travel. 

For foreign air 
transport or 
travel. 

For foreign air 
transport or 
travel. 

For foreign air 
transport or 
travel. 

For foreign air 
transport or 
travel. 

PROVISION  Professional 
Services/A&E 

Operations/ 
Management 

Rolling Stock 
Purchases 

Construction Materials & 
Supplies 

Davis-Bacon Act     >$2,000 
(including ferry 
vessels) 

 

Contract Work Hours and 
Safety Standards Act  

 >$100,000 
(except 
transportation 
services) 

>$100,000 >$100,000 
(including ferry 
vessels) 
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PROVISION 
Professional 

Services/A&E 
Operations/ 

Management 

Rolling 
Stock 

Purchases Construction 
Materials & 

Supplies 

Copeland Anti-Kickback Act  
Section 1 
Section 2 

   All  
All exceeding 
$2,000 
(including ferry 
vessels) 

 

Bonding     $100,000  

Seismic Safety  A&E for New 
Buildings & 
Additions 

  New Buildings  

Transit Employee Protective 
Arrangements  

 Transit 
Operations 

   

Charter Service Operations   All    

School Bus Operations   All    

Drug Use and Testing   Transit 
Operations 

   

Alcohol Misuse and Testing   Transit 
Operations 

   

Patent Rights  Research & 
Development 

    

Rights in Data and Copyright 
Requirements  

Research & 
Development 

    

Energy Conservation  All All All All All 

Recycled Products   Contracts for 
items 
designated by 
EPA, when 
procuring 
$10,000 or 
more per year 

 Contracts for 
items 
designated by 
EPA, when 
procuring 
$10,000 or 
more per year 

Contracts for 
items 
designated by 
EPA, when 
procuring 
$10,000 or 
more per year 

Conformance with ITS 
National Architecture  

ITS Projects ITS Projects ITS Projects ITS Projects ITS Projects 

ADA Access  A&E All All All All 

Notification of Federal 
Participation for States  

Limited to 
States 

Limited to 
States 

Limited to 
States 

Limited to 
States 

Limited to 
States 
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APPENDIX L: LEE COUNTY/LEETRAN ORGANIZATION 

LeeTran as of September 2012 

 

Lee County as of February 2012 
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APPENDIX M: CONTRACT ADMINISTRATION PLANNING PROCESS 

2. Determine what 
contract 
administration 
functions (if any) 
will be delegated 

Consider: 

 Agency and contracting activity policy on the delegation of contract administration 

 Any additional delegations authorized by prior agreement with the contract 
administration office (CAO), provided that: 

— The required CAO resources are available 

— The head of the contracting activity or designee has approved the delegation 
of any authority to issue orders under provisioning procedures in existing 
contracts or under basic ordering agreements for items and services identified 
in the schedule; and 

— The delegation does not require the CAO to undertake new or follow-on 
acquisitions 

 Prior coordination with the contract administration office (when required) 

 The need for special surveillance of a major system acquisition 

 The need for specialized support services at a contractor or subcontractor facility; and 

 The resources available at the contract administration office (CAO) 

Tasks Related Standards 

1. Determine the 
required level of 
contract surveillance 

Consider key factors that may affect the need for contract surveillance, including: 

 The criticality (i.e., importance to the Government) of the supplies or services. 
Generally, contracts are designated as: 

A. Critical contracts, including: 

— Contracts negotiated under unusual and compelling urgency; and 

— Contracts for major systems 

B. Other contracts for items needed to: 

— Maintain a Government or contractor production or repair line; 

— Preclude out-of-stock conditions; or 

— Meet user needs for non-stock items 

C. All other contracts 

— Contract requirements for reporting production progress and performance 

— The contract performance schedule 

— The contractor’s production plan 

— The contractor’s history of contract performance 

— The contractor’s experience with the contract supplies or services 

— The contractor’s financial capability 

— Any special circumstances identified by the contracting office 

Contracts at or below the simplified acquisition threshold should not normally require 
production surveillance 
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Tasks Related Standards 

3. Delegate contract 
administration as 
applicable 

As provided in agency procedures, delegate contract administration or specialized 
support services. The delegation should include: 

 The name and address of the CAO designated to perform the administration 
(this information also must be entered in the contract) 

 Copies of all contracting agency regulations or directives 

— Referenced in the contract; or 

— Otherwise necessary for contract administration (unless previously 
provided) 

A CAO or a contracting office retaining contract administration, may request 
support from the CAO cognizant of the contractor location where performance of 
specific contract administration functions is required. The request must: 

 Be in writing 

 Clearly state the specific functions to be performed; and 

 Be accompanied by a copy of pertinent contractual and other necessary 
documents 

Subcontract administration support may be requested as long as the request 
conforms to FAR requirements and good business practice 

 
 

 Tasks Related Standards 

4. Develop a contract 
administration 
plan 

The plan should be designed to facilitate effective and efficient contract 
administration considering: 

 The required level of contract surveillance 

 Contract terms and conditions related to administration 

 Contractor performance milestones 

 Government performance milestones (e.g., for providing Government 
furnished property or responding to contractor plans and other required 
submissions) 

 Contractor reporting procedures 

 Contract quality requirements 

 Name, position, and authority of contract administration team members; 
and 

 Milestones for any reports required from contract administration team 
members 

Documentation of the plan should meet the requirements of the agency, activity, 
and good business practice 
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Tasks Related Standards 

5. Identify qualified 
personnel (as 
authorized and 
necessary) to 
represent the 
Contracting Officer 
in administering 
contract 
requirements 

Contracting and contract administration offices typically include a wide variety of 
full-time specialists who represent the Contracting Officer in contractor system 
reviews and other contract administration activities. These specialists may include: 

 Quality Assurance Representatives (QARs) 

 Software specialists 

 Property specialists; and 

 Others 

When authorized by the contract and necessary for effective and efficient contract 
administration, the Contracting Officer may also appoint technical representatives 
for specific contracts. The representatives may be known by a variety of names, 
including: 

 Contracting Officer Representative (COR) 

 Contracting Officer’s Representative (COR) 

 Contracting Officer Technical Representative (COR); or 

 Technical Representative of the Contracting Officer (TRCO) 

Technical representative designations must follow agency and activity guidelines. 
Generally: 

 The cognizant Contracting Officer must assure that each representative 
possesses the necessary technical qualifications 

 Technical representatives must undergo training on their responsibilities 
and authority as a representative of the Contracting Officer 

 The delegation must include a copy of the applicable portions of the 
contract and other necessary guidance 

 The delegation remains in effect throughout the life of the contract unless 
canceled or modified by the cognizant Contracting Officer 
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Section 600 – Vehicle Maintenance 
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600-01 Inspections 

 
Effective Date 
 
May 1, 2009, Revised November 15, 2012 
 
Purpose 
 
The purpose of this policy is to establish controls and standards for verification of transit vehicle inspections. 
 
According to Chapter 14-90 of the Florida Statutes, vehicles must be maintained using regular preventive 
maintenance inspections.  The Florida Department of Transportation recommends conducting progressive 
inspections that meet or exceed OEM manufacturer recommendations.  For a vehicle to remain under 
warranty its components must be inspected within the mileage projection noted in the vehicle’s owners 
manual and these inspections must be documented in the vehicle history file. 
 
Procedure 
 
FDOT recommends that preventive maintenance inspections be performed in ABC sequence.  Vehicle 
inspections will be performed at prescribed intervals and verified by Maintenance personnel. 

 A 6,000 miles  
B 12,000 miles  
A 18,000 miles  
C 24,000 miles  

A 30,000 miles  
B 36,000 miles  
A 42,000 miles  
C 48,000 miles  

 
All vehicle inspections will be completed in accordance with the Florida Rule Chapter 14-90.004 Bus Transit 
System Operational Standards, as amended. Records of annual safety inspections and documentation of any 
required corrective actions shall be retained a minimum of four (4) years by the bus transit system for 
compliance review.   
 
The following components must be checked for the “A” inspection.   

1. Bus Number – the assigned or identifying serial number of the vehicle 
2. Current Mileage - mileage applicable on the day the inspection was posted 
3. Date Posted - the day the inspection was posted for scheduling by the shop 
4. Due Mileage - the mileage at which the inspection is due.  The mileage at the time the vehicle is 

actually inspected cannot exceed 1,000 miles over or under the mileage due 
5. Date - the date the mechanic begins the inspection 
6. Inspector - the mechanic who is doing the inspection 
7. Fire Extinguisher/First Aid Kit/Safety Triangles- list areas inspected and required repair or replacement 
8. All Seats/Seat Belts- list areas inspected and required repair or replacement 
9. Doors/Hinges/Latches/Emergency Exits- list areas inspected and required repair or replacement 
10. Interlock System- list areas inspected and required repair or replacement 
11. Flooring/Headliner/Side Panels/Grab Rails- list areas inspected and required repair or replacement 
12. Mirrors- list areas inspected and required repair or replacement 
13. Interior Lights- list areas inspected and required repair or replacement 
14. Exterior Lights/Horn- list areas inspected and required repair or replacement 
15. Warning System- list areas inspected and required repair or replacement 
16. Starter System/Back-up Alarm- list areas inspected and required repair or replacement 
17. Air System Check- list areas inspected and required repair or replacement 
18. Windshield/Wipers/Washers/Blades- list areas inspected and required repair or replacement 
19. Windows- list areas inspected and required repair or replacement 
20. Comfort System- list areas inspected and required repair or replacement 
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21. Exterior Body and Components- list areas inspected and required repair or replacement 
22. Tires and Wheels- list areas inspected and required repair or replacement 
23. Access Doors- list areas inspected and required repair or replacement 
24. Engine and Oil Filter- list areas inspected and required repair or replacement 
25. Ball Joints/Steering/Drive Line (Lubricate) - list areas inspected and required repair or replacement 
26. Battery- list areas inspected and required repair or replacement 
27. Cooling System- list areas inspected and required repair or replacement 
28. Air Cleaner/Filters- list areas inspected and required repair or replacement 
29. Belts/Hoses/Wiring- list areas inspected and required repair or replacement 
30. Under Hood/Exhaust System- list areas inspected and required repair or replacement 
31. Service and Parking Breaks- list areas inspected and required repair or replacement 
32. Accelerator/Brake Pedal- list areas inspected and required repair or replacement 
33. Road Test - list areas inspected and required repair or replacement 
34. Other Areas - list areas inspected and required repair or replacement 

 
In addition to the components that are checked during an “A” inspection, the following components must be 
checked during a “B” inspection: 

1. Brakes- list areas inspected and required repair or replacement 
2. Operational Check- list areas inspected and required repair or replacement 
3. Transmission- list areas inspected and required repair or replacement 

 
In addition to the components that are checked during an “A” and “B” inspection, the following components 
must be checked during a “C” inspection: 

1. Wheel Bearings/Driveshaft- list areas inspected and required repair or replacement 
2. Shocks/Springs- list areas inspected and required repair or replacement 
3. Rear Differential- list areas inspected and required repair or replacement 
4. Fuel Tank- list areas inspected and required repair or replacement 
5. Engine Tune-up- list areas inspected and required repair or replacement 
6. Cooling System- list areas inspected and required repair or replacement 
7. Change Transmission Fluid and Filter- list areas inspected and required repair or replacement 
8. Wheel Chair Lift and Accessories- list areas inspected and required repair or replacement 
9. License Plates/Registration/Operators Manual- list areas inspected and required repair or replacement 
10. Air Conditioning System Check- list areas inspected and required repair or replacement 

 
Annual Inspections 
 
An Annual Safety Inspection is similar to an FDOT “C” level inspection.  An agency may use a “C” level 
inspection for a vehicle to serve as the Annual Safety Inspection as long as the vehicle receives a “C” level 
inspection at least once annually.  An agency may make a copy of the “C” level inspection and write: “Annual 
Safety Inspection” across the top of the page to identify it and place the inspection in the vehicle’s history file, 
or a separate filing area for all Annual Safety Inspections. 
 
All vehicle components for an Annual Safety Inspection must be checked at the same time, or within 48 hours 
if the inspection is being performed by utilizing partial inspections, for the inspection to be determined 
complete. 
 
Chapter 14-90 requires that all agencies perform an Annual Safety Inspection on each public transit vehicle.  
These inspections must be performed once a year using a certified mechanic and proper lift equipment.  (Refer 
to Chapter 14-90 of the Florida Statutes.) 
 
Staff Vehicles Preventative Maintenance and Inspection 
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Vehicle inspections will be performed at prescribed intervals and verified by maintenance personnel. 
At a minimum, the following information will recorded for the inspection.   

1. Inspector - the mechanic performing the inspection 
2. Work Order No. - serial number of the work order being used during this inspection 
3. Vehicle No. - assigned serial number of the vehicle 
4. Odometer - mileage at the time the vehicle was inspected. 
5. Date  - date the inspection was performed 
6. Type of  Inspection - type of inspection due (either “A” 6,000, “B” 12,000 or “C” 24,000 mile inspection 
7. Inspection Checklist - Inspect those items listed in the checklist and replace or repair as required 
8. Mileage Due - next mileage due an inspection 
9. Type - type of inspection due during the next mileage due 
10. Notes, Remarks - notes or remarks pertinent to the inspection being performed 
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600-02 Providing Community Service Work Opportunities 

  
Effective Date 
 
May 1, 2009, Revised September 30, 2013 
 
Purpose 
 
The purpose of this policy is to provide guidance on making available community service opportunities to the 
public through the Maintenance Department. 
 
Procedure 
 
Community service opportunities are available Monday through Friday from 9:00am-4:00pm and Monday 
through Sunday from 4:00pm-12:00am.  Community service personnel must be 18 years of age or older.  
Community service personnel are not considered LeeTran employees. 
 

1. All community service must be authorized by the Maintenance Manager.  Maintenance Staff is 
responsible for community service personnel while they are on the premises and have the right to 
refuse anyone at their discretion. 

2. Community service personnel are not permitted in the Administration Building.  They will have access 
to restrooms only in the Maintenance Building. 

3. A maximum of two (2) individuals at a time can participate in the community service program during 
the day shift. 

4. A maximum of four (4) individuals at a time can participate in the community service program during 
the evening shift.  On Sunday, a maximum of one (1) individual at a time can participate. 

5. Community service personnel must arrive dressed appropriately for general maintenance duties.  
Closed toe shoes must be worn at all times.   

6. Community service personnel are permitted on a first-come basis and must sign-in on the designated 
log at time of arrival.  The log will remain at the front desk until 5:00pm.  The log will then be given to 
the dispatch office. 

7. Community service personnel that arrive before 4:00pm can sign in but are not permitted to wait in 
the LeeTran visitor lobby for an extended period of time.  If the individual waits outside or leaves the 
premises, they must return 15 minutes prior to the 4:00pm start time or their spot may be given to 
another individual.    

8. Community Service personnel must provide a valid driver’s license or ID at the time of sign-in. 
9. LeeTran will provide community service personnel with a vest along with a visitor badge to include the 

date/time and their name.  The vest and badge must be worn at all times while on the premises. 
10. Community service personnel will be assigned general maintenance duties including, but not limited to 

shop cleaning, bus washing and trash pick-up. 
11. Community service personnel must provide an official time record form on which LeeTran 

maintenance staff will enter actual hours worked.  No community service work can be completed 
without this form. 

12. Maintenance staff will escort community service personnel off the premises and record “Time Out” 
each night so that the log can be accurately kept. 

13. Community service personnel will not use county telephones prior notification and approval by 
maintenance personnel.  No visitors are permitted in any part of the facility. 

14. Community service personnel are required to complete tasks and assignments as directed.  Failure to 
do so will result in dismissal and withdrawal of the offer to complete community service at LeeTran. 

15. Limitations – no community service personnel will be allowed to operate motorized or powered 
equipment or use, handle or possess bug spray or other chemicals. 

16. Community service personnel may not use any computer equipment at the facility.  
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600-03 Fuel Storage 

  
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish a procedure for maintenance of the fuel storage system and to assure 
compliance with required inspections. 
 
Procedure 
 
Inspections will be completed on a monthly basis or as required to maintain compliance with permit 
requirements.  Routine inspections allow for early detection of fuel system leaks and identification of other 
problems including inspections for the presence of rust, leaks, cracks, weeping, blistering and corrosion.   
 
The required inspections will be recorded and at a minimum provide the following information: 
 

1. Employee 
2. Date of inspection 
3. Condition of equipment inspected 
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600-04 Transit Vehicle Availability 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to provide a method for reporting the availability of vehicles for the next day pull-
out. 
 
Procedure 
 
Maintenance will provide a report indicating the availability of transit vehicles for service.  A sheet will be 
completed the prior day for the day of service.  The report should indicate a reason why a vehicle is not in 
service.   The report will be utilized by operations staff to schedule vehicles for the next day’s service.  The 
forms will be retained for a minimum of 3 days and then disposed of. 
 
As vehicles become available periodically throughout the day, maintenance staff will report the availability of 
these vehicles to operations staff immediately.   
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600-05 Maintenance Work Orders 

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish procedures for the management of maintenance work orders for 
transit vehicles. 
 
Procedure 
 
Maintenance will track all material costs and labor hours related to transit vehicles utilizing the automated 
system.  In the event the automated system is not available, a manual work order form will be completed and 
entered into the system upon its availability. 
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600-06 Maintenance Stock  

 
Effective Date 
 
May 1, 2009 
 
Purpose 
 
The purpose of this policy is to establish procedures for the management of maintenance stocked parts, 
supplies and services. 
 
Procedure 
 
Maintenance will track all inventory related to transit vehicles utilizing the automated system.  In the event the 
automated system is not available, manual forms will be completed and entered into the system upon its 
availability. 
 
All merchandise will be received by maintenance personnel who will sign for receipt of shipments. 
 
All merchandise received will be entered into the automated inventory system identifying the storage 
locations of the merchandise or a vehicle repair order. 
 
The packing slip accompanying the merchandise will acknowledge receipt and will be forwarded to fiscal staff 
with the partial receipt or closed purchase order.  Maintenance staff will verify the unit price or quantity from 
the original purchase order.  Any changes must be clearly indicated and provide an explanation.  Any changes 
must also be entered into the automated system. 
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600-07 Mechanic Tool Allowance 

 
Effective Date 
 
October 1, 2013 
 
Purpose 
 
The purpose of this policy is to establish standards for Lee Tran full time mechanics to receive reimbursement 
for equipment and/or tools used in the performance of assigned job duties in accordance with Lee County 
Purchasing Manual section 10.4.3. Reimbursement may be approved up to a maximum of $500 per fiscal year 
(including sales tax) toward the purchase of equipment and/or tools used in the performance of assigned job 
duties. The Department Director will determine who is required to use tools and is eligible for a tool allowance. 
The Department Director or his/her designee is responsible for monitoring compliance to Lee Tran Policy 600-
07.  
 
Procedure 
 

1. Lee Tran full time mechanics (FTM) are subject to the Maintenance Manager’s approval prior to the 
equipment and/or tool purchase or repair.  

2. The FTM must have completed their probationary period to be eligible for the Tool Allowance benefit. 
3. The FTM may purchase new equipment and/or tools at the vendor of their choice.  
4. The FTM must complete and sign the Tool Reimbursement Request Form (TRRF).  
5. The equipment and/or tools must be paid in full prior to completion of the TRRF. An original Paid in 

Full receipt must be submitted with the TRRF to be eligible for this benefit. 
6. Employees are reimbursed a maximum of $500 per fiscal year (Oct. 1- Sept. 30). Any unspent funds will 

not be carried over to the following fiscal year. 
7. The equipment and/or tools must be used in the everyday work assignments at Lee Tran. 
8. Each FTM will be responsible to keep track of all the new equipment and/or tools purchased.  
9. Any lost or stolen equipment and/or tools must be reported to the Maintenance Manager within 24 

hours of discovering the loss. 
10. The reimbursed equipment and/or tools are subject to audit by the Maintenance Manager. The FTM 

must produce the tool being audited upon request. Failure to produce the audited equipment and/or 
tools can result in forfeiture of the reimbursement and/or disciplinary action up to and including 
discharge. 
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Section 700 – Charter Service 
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700-01 Charter Service  

 
Effective Date 
 
May 1, 2011 
 
Purpose 
 
The purpose of this policy is to provide staff with procedures to follow in responding to requests for charter 
service and in scheduling and executing any charter service that complies with federal regulations. Additional 
guidance will be provided by management as needed.    
 
Procedures 
 
It is the responsibility of the Director and Marketing Manager to know the Federal Transit Administration 
regulations pertaining to charter service and ensure compliance with these regulations. 
 
1. All staff must refer requests for charter service to the Marketing Manager; in his/her absence, requests 

will be referred to the Director. 
 
2. The Marketing Manager will decline any requested charter service that does not meet one of the 

exceptions noted in Subpart B of Title 49 CFR Part 604 (FTA charter regulations). 
 
3. A request for charter service that does qualify for one of the exceptions in Subpart B will be submitted 

to the Director for approval. 
 
4. If approved, the service details will be entered into the charter module of the agency’s Bus Financial 

Software (BFS) system. 
 
5. A work order for the service will be given to both Operations and Maintenance for vehicle assignment 

and staffing. 
 
6. The driver assigned to the service will document the travel time, mileage and number of passengers 

transported. 
 
7. An accounting clerk will enter this information in BFS and generate an invoice, if applicable. 
 
8. The Marketing Manager will compile a quarterly charter service log report and submit it to the FTA via 

the TEAM website. 
 

9. Records of all charter service performed will be retained for a minimum of three years. 


