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CONTACT INFORMATION
PHONE NUMBERS

Dispatch Office
972-329-MTED (6833)

Transportation Coordinator (Supervisor)
972-329-8337

Community Services Department administration
972-329-8330

Fax
972-329-8340

MAILING ADDRESS

MTED
PO Box 850137

Mesquite, TX  75185-0137

PHYSICAL ADDRESS

City of Mesquite

Community Services Building

1616 North Galloway Avenue

Mesquite, TX  75149

ONLINE

Web site:  http://www.cityofmesquite.com/mted
E-mail:  mted@ci.mesquite.tx.us
ABOUT MTED

Mesquite Transportation for the Elderly and Disabled (MTED) is a public transportation service operated by the City of Mesquite.  MTED utilizes a fleet of fourteen paratransit buses to provide more than 30,000 trips each year to Mesquite residents.  Any Mesquite resident over the age of 60 may use the MTED service.  Service is also offered to Mesquite residents under the age of 60 who are certified by a medical professional as having a disability.  

Passenger destinations are limited to medical facilities, work locations, higher education campuses, and senior centers within Mesquite.  MTED also provides service to non-emergency medical appointments in Balch Springs, Dallas, Garland, Seagoville and Sunnyvale.  
Funding for MTED is provided through federal grants (49 U.S.C. 5307), state grants, and local contributions.  General oversight is provided by the City of Mesquite Department of Housing and Community Services, the Texas Department of Transportation and the Federal Transit Administration (U.S. Department of Transportation).

The City of Mesquite also offers a complementary service for senior citizens called “Senior Alert.”  This program assists seniors with a variety of needs including prescription delivery.  For more information, contact the Senior Alert coordinator at 
972-329-8335.
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CUSTOMER INFORMATION


A.   ELIGIBILITY / MTED SERVICE AREA
MTED provides specialized, limited eligibility transportation services to Mesquite residents who are at least 60 years old or who are disabled.  MTED destinations include job locations, educational facilities, non-emergency medical appointments, senior centers, and career-training facilities in Mesquite.  MTED also provides service to non-emergency medical appointments in Balch Springs, Dallas, Garland, Seagoville and Sunnyvale.  

B.   REGISTERING FOR MTED SERVICE
All customers must register with the MTED dispatch office before being transported.  Eligibility does not expire for permanently-disabled Mesquite residents.  Customers must purchase an MTED identification card for $2.00.  Customers may obtain registration forms at the MTED dispatch office, from the City of Mesquite web site, or via mail or fax.  

Mobility impaired visitors to the city as well as temporarily-disabled individuals are welcome to ride but must also be registered.  Temporarily-disabled customers’ status is determined through the same eligibility process as permanently-disabled customers, but eligibility is limited to a specific period of time.  This eligibility period can be adjusted depending on circumstances.  Visitors may present a valid identification card from another specialized transportation service, if available.  Otherwise, visitors must complete the regular registration process.

C.   USING THE MTED SERVICE
MTED is a demand-response curb-to-curb public transit system.  Customers must contact the dispatch office at least two business days in advance to schedule an appointment to ride MTED.  

Appointments are scheduled on a “first-come, first-serve” basis subject to time and space availability.  Last-minute trips are sometimes available, but customers are strongly encouraged to schedule trips as far in advance as possible to ensure service (2-4 weeks in advance is recommended).











The following chart provides brief summaries of key MTED policies.  Complete explanations are provided on the following pages.


	Key Terms and Policies

	Pick-up Time
	The time a vehicle will arrive at the customer’s location.  This time is considered a request; the actual time will vary.

	Appointment Time
	The time the customer must be at their destination.

	Return Trip
	The trip from the customer’s destination back to their home.

	“No-show”
	Failure of the customer to board the vehicle at the pick-up time.  Two violations within 60 calendar days may result in suspension.

	Cancellations
	Must be received at least 1 hour prior to the pick-up time.

	Will Call
	A flexible return trip pick-up time.  Will Call returns must contact the dispatch office before 4:30 p.m to request pick up.  Will Call requests received after 4:30 will be charged a “No-show” even if MTED transports the customer.


1) Service hours
MTED service is available from 6:00 a.m. to 6:00 p.m.  The latest return trip each afternoon is 4:30 p.m. from out-of-town locations and 5:30 p.m. from Mesquite locations.  Any pick-ups that are requested outside this time frame must receive approval from the dispatcher or transportation coordinator prior to being scheduled.  Failure to contact the dispatch office before 4:30 p.m. will result in a no-show.


2) Definition of curb-to-curb  / Passenger assistance
MTED service is provided curb-to-curb.  Customers are picked up at the curb of their origin (usually a residence) and transported to the curb of their destination.  Drivers are not permitted to assist customers from their house to the curb or into their destination.  Drivers will assist customers from the curb into the vehicle and provide assistance to customers boarding and exiting the vehicle.  This assistance is limited to the movement and placement of wheelchairs, scooters, walkers and canes and the general safety of the passenger.  If a customer requires additional assistance, an attendant may ride with the customer free of charge.  Other guests may ride MTED vehicles but must pay the appropriate fare if not providing assistance to the customer.

Customers with personal attendants or guests who will accompany them must notify the dispatcher when making reservations.  







3) Scheduling
Requests for service may be made between 7:30 a.m. and 4:30 p.m. by contacting the dispatch office by phone at least two business days prior to the desired pick-up time (e-mail requests are not accepted).  Requests are granted based on space availability.  If your first choice is not available, alternative dates and/or times will be offered.  

Customers with recurring trips (same days and times) may schedule their trips on our subscription service.  Subscription trips will be automatically added to the day’s schedule, eliminating the need to constantly reschedule them.

When requesting a trip, please have the following information available.

(a) Your name

(b) Appointment date

(c) Pick up address
(d) Destination address

(e) Appointment time
(f) Number of passengers


An MTED vehicle will arrive within a 30-minute ready-time window.  Customers should watch carefully for the MTED vehicle to arrive.  If your pick-up time is 9:15 a.m., the vehicle may arrive as early as 9:00 a.m. or as late as 9:30 a.m.  However, once the MTED vehicle arrives, drivers are permitted to wait no more than 5 minutes.  If your requested pick-up time is 9:15 a.m. but the MTED vehicle arrives at 9:00 a.m., you have until 9:05 a.m. to board the vehicle.  

If a customer does not board the vehicle on time, the driver may honk his horn, and the dispatch office will attempt to contact them by phone.  If the dispatch office is unable to contact the customer, the driver will continue on their route.  Customers who are not available at the time and location of their scheduled pick-up may receive a “no-show” (see no-show policy below).  

Pre-scheduled return trips are strongly encouraged.  Pre-scheduling your return trip will allow you to predict the arrival of the MTED bus and plan accordingly.  If you are unsure when your appointment will be finished, you may schedule a Will Call return trip.  Once you are ready to return home, call the dispatch office at (972) 329-6833.  The next available driver will be dispatched to transport you back home.  Be aware that the waiting time can vary significantly depending on the time of day, your location and vehicle/driver availability.  Wait time may exceed two hours, but every effort will be made to arrive as quickly as possible.  
4) Boarding and Riding
For the comfort and safety of everyone on board, customers are expected to follow instructions from MTED drivers at all times.  No eating, drinking or smoking is allowed. Drivers are not allowed to accept tips. Verbal or physical abuse of drivers or other passengers will not be tolerated. Violations of on-board policies may result in suspension or termination of services.


(a) Fares
A ride coupon is required each time a customer boards the vehicle.  Thus, a round-trip fare from the origin to the destination and back to the origin requires two ride coupons.  Ride coupons are available only from the dispatch office; they may not be purchased from the driver.  Ride coupons also may be purchased by mailing a check or money order to the dispatch office.  The coupons will be delivered to the customer at their next scheduled pick-up or by mail.

Ride coupons cost $1.00 each or $10.00 for twelve coupons.

(b) Identification
All passengers must carry an MTED identification card when riding an MTED vehicle.  You should be prepared to present the card to city officials if asked.  Passengers who fail to present an MTED identification card may be denied future service until an identification care is obtained or presented.  If you have lost your MTED identification card, contact the dispatch office to arrange for a new one.  The first replacement card is free, and subsequent cards are $2.00 each. 


(c) Passenger Securement
To improve customer safety, MTED requires all passengers be properly secured in the vehicle.  Seat belts must be worn at all times, and passengers are not allowed to stand or change seats while the bus is in operation.  

Wheelchairs, scooters, and other wheeled mobility devices must be secured to the floor of the vehicle.  When possible, customers are advised to relocate to a bus seat, but relocation is not required.  Customers remaining on their mobility device must wear the provided seat belt/shoulder harness. Customers must face forward and be secured at all four corners of the frame of the device (never the wheels).  When properly secured, the wheelchair or scooter will not move more than one inch in any direction.  If you are not satisfied with your securements, inform your driver immediately.

The bus will not proceed on its route until all passengers are safely seated and secured.  


(d) Types of mobility aids and service animals
The Americans with Disabilities Act (ADA) defines a “common wheelchair” as any mobility device that is no more than 30 inches wide and 48 inches long when measured two inches above the ground and which does not weigh more than 600 pounds when occupied.  Although this standard is referred to as a “common wheelchair,” the law applies to any mobility device, including wheelchairs, scooters, seated-walkers, etc.  Customers using mobility devices that fall within these dimensions cannot be denied service because of size or type of mobility device.  Customers using mobility devices that fall outside these specifications are eligible to ride MTED but can only do so if their mobility device does not exceed the specifications of a common wheelchair.    

Service animals are welcome aboard MTED vehicles.  
 

5) Suggestions or Concerns
Customers are encouraged to provide feedback.  If you have a suggestion or concern regarding MTED personnel or service, please contact the MTED supervisor at 972-329-8337.  All inquiries will receive a response within 2 business days.

If you are unsatisfied with the supervisor’s response, please contact the Director of Community Services at 972-329-8330.


6) “No-Show” policy, schedule changes, and cancellations
Changes in pick up times and/or destinations are considered cancellations of existing trip reservations followed by new requests for service.  Thus, changes must be made no less than two business days prior to the scheduled pick-up time and will only be granted based on space availability. 

Cancellations must be received by the dispatch office at least 1 hour prior to your scheduled pick-up time. If you are calling outside normal office hours, please leave a message on our voicemail system with your name, phone number, and a brief message noting your cancellation request.  

If a cancellation notice is not reported to the dispatch office in a timely manner and the rider is not at the scheduled location at the scheduled time ready to be transported, the customer may be classified as a "no-show."  


Customers with two (2) no-shows within sixty (60) calendar days may be suspended from MTED service for up to 
sixty (60) calendar days.




DRIVER INFORMATION
A.   SAFETY
Passenger safety is the first priority for MTED.  Drivers must be aware of all hazards while driving.  At no time should a driver speed or drive in a reckless manner to catch up on their schedule.  Any driver observed speeding or driving in an unsafe manner will be subject to disciplinary action as described in the City of Mesquite Policy and Procedures Manual.  Remember, “safety before schedule.”


B.   DAILY SCHEDULES AND DRIVER HOURS
Drivers will receive a schedule prior to the beginning of their shift.  Schedules are made available according to this schedule:

i) Monday – Available after 12:00 p.m. Friday.
ii) Tuesday – Available after 12:00 p.m. Monday.
iii) Wednesday – Available after 12:00 p.m. Tuesday.
iv) Thursday – Available after 12:00 p.m. Wednesday.
v) Friday – Available after 12:00 p.m. Thursday.

At no time should a driver operate their personal vehicle to obtain their schedule or return paperwork.  Please complete paperwork after your final drop-off for the day prior to returning to the Service Center.

DRIVER SCHEDULES
Each driver is issued their daily manifest and a list of “take-homes.” The schedule will have the time they are to report to work and the vehicle they are assigned for that day.  Each schedule will include the following information: 
· Customer name
· Mobility information (ambulatory or non-ambulatory)

· Mapsco numbers for both pick up and drop off location
· Pick-up time and location, drop-off time and location.

· Pick-up times are considered “requests.”  This means that the passenger has requested to be picked up at this time, but that time is not guaranteed.  Drivers should consider the pick-up time as a goal, not a deadline.  However, drop-off times are considered “required.”  This means that the passenger must be dropped-off at the location prior to this time.  Thus, drop-off times should be considered more of a deadline.
When the driver arrives at the pick-up location, they are to wait no more than 5 minutes for the customer to come out to the vehicle.  Honking the horn upon arrival is allowed.  If the customer has not boarded the bus within 5 minutes of arrival, the driver may call the dispatcher and ask that the customer be contacted to let them know that the driver is outside.  These reminders are courtesy calls only and may not be available in all situations.  If the customer does not show up during the 5 minute window, and no additional information is known about the customer’s situation, the driver shall continue on their route.  
Drivers are allowed to wait longer than 5 minutes if there is sufficient slack time in their schedule, but drivers who wait too long and cause delays for other passengers may be subject to disciplinary action.

C.   REPORT TIMES
Driver manifests will designate a time for the driver to report to the Service Center.  This time is typically 15 to 30 minutes prior to the driver’s scheduled in-service time.  This period should be used for pre-trip inspections and obtaining/completing paperwork.  Drivers may not clock-in prior to the report time without permission from the dispatcher or transportation coordinator.


	Key Terms

	Report Time
	The time a driver reports to the service center.

	In-service Time
	The time a driver/vehicle is available for service.

	Out-of-service Time
	The time a driver/vehicle is out of service.

	Clock-out Time
	The time a driver ends their shift.


D.   VEHICLE INSPECTION
Each driver is to conduct thorough safety inspections of their vehicle before and after each shift. Drivers are to record all vehicle defects in the Vehicle Maintenance Log.  Then, the driver should notify the dispatcher who will consult with the maintenance staff to schedule repairs.

Vehicle Maintenance Logs are to be kept in the vehicle at all times except on the last business day of the month when they should be returned to the dispatch office for processing.  The Logs can be retrieved the following morning.

A detailed Vehicle Inspection Guidelines sheet is included in each Vehicle Maintenance Log.  This document is intended to act as a “pre-flight checklist;” all items on the sheet should checked daily unless otherwise noted.  All items discovered in unsatisfactory condition should be reported to the dispatcher, and buses should be immediately taken out of service for any condition that would result in a safety hazard.











E.   BREAKS AND DRIVER DOWN TIME
Driver manifests will designate a period for lunch, break, or both.  It is not necessary to inform the dispatcher that you are taking your break unless your break time occurs outside the designated break time on your manifest (example:  heavy traffic delays you from beginning lunch on time).  

In general, lunch breaks of one hour will be scheduled for drivers working 8 hours or more on a particular day.  Drivers working less than 8 hours will receive one or two scheduled breaks not to exceed 30 minutes each.

Breaks may be taken at the Service Center, the Community Services Building, or any restaurant in Mesquite.  Drivers should avoid adding unnecessary mileage to the vehicle.  MTED vehicles may not be taken home for lunch or any other reason unless approved in advance by the transportation coordinator.  Drivers are allowed to park their bus at the Service Center and drive their personal vehicle home if there is sufficient time available.

If there is a sufficient amount of time between customer pick ups, drivers are permitted to utilize slack time for breaks.  Sleeping or appearing to sleep in the vehicle is not permitted.  Also, avoid taking a break at a location that would cause the public to question the bus’s presence there.  Stopping at city parks is permitted should a driver wish to walk around and stretch their legs.   Drivers are expected to be courteous when parking their vehicles at a place of business.  Buses are never to be parked in handicap spaces unless passengers are boarding or exiting your vehicle.  Down time is also a good opportunity to sweep your bus to keep it in a clean and safe condition.


F.   END OF DAY PROCEDURE:
As soon as a driver has dropped off their last customer for the day, the driver should contact the dispatcher for any last-minute changes.  If no additional passengers are scheduled, the driver may return to the MTED office to complete their paperwork, then return to the Service Center to park their vehicle.  Vehicles should be fueled, inspected, parked in their correct spot, and cleaned thoroughly.    

PAPERWORK
Before returning to the service center, drivers shall stop at the dispatch office to complete all paperwork for the current day and collect the manifest and other paperwork for the next day.

VEHICLE INSPECTION
Vehicles should be inspected at the end of each shift in the same manner as at the beginning of each shift.  Special attention should be paid to ensuring all windows and doors are properly closed and that no personal items are left on board the vehicle.  Any personal item found on the vehicle should be taken to the dispatch office immediately.  Drivers who leave their vehicle in unsatisfactory condition may be subject to disciplinary action.
VEHICLE FUELING
Vehicles are to be fueled at the end of each driver’s shift.  Vehicles should never be fueled while customers are onboard.  If it is unavoidable that you stop at the Service Center with customers onboard, they must be unloaded prior to fueling.  During the hotter summer months, the propane-powered vehicles may require more frequent fueling, or they may not take fuel in the evenings.  Propane expands in the hotter temperatures, thus miles per gallon decreases and it becomes more difficult to fuel.  Drivers are expected to monitor fuel levels and refuel as needed.  Fueling in the morning before starting a shift is permitted.  

VEHICLE CLEANLINESS
City vehicles are expected to present a clean appearance whenever possible, and drivers are expected to take an active role in maintaining this appearance.  No food, drinks or tobacco products are allowed inside any of the MTED vehicles.  Drivers finding excessive amounts of trash in vehicles are to report the condition to the dispatcher immediately.   Drivers who leave their vehicle in unsatisfactory condition may be subject to disciplinary action.

In the event of a bodily-fluid spill on the vehicle, the driver should notify the dispatcher immediately.  The driver should wear protective gloves and cover the area as best as possible until the vehicle can be removed from service and taken to a designated car wash facility to be cleaned.  At all times, drivers and passengers should avoid contact with any bodily fluid.  


G.   ABSENCES
If a driver is unable to attend work due to an emergency or illness, they must contact the dispatcher as soon as possible (the night before is recommended).  In the event a replacement driver cannot be found, drivers will be expected to begin their routes if physically able.  Absences of more than 3 work days will require a doctor’s note.


H.   DRIVER/DISPATCH COMMUNICATIONS
MTED utilizes Nextel radios for communications between the dispatch office and drivers.  Each phone has an emergency cellular capability to be used if the dispatcher cannot be contacted via two-way radio.  If a bus is not equipped with a car charger, drivers are responsible for returning the phone to the dispatch office for charging overnight and retrieving the phone prior to entering service the next day.  

Drivers may carry personal phones on the vehicle, but personal phones are only to be used during breaks or in case of an emergency.  Any driver observed using a personal phone while operating the bus will be subject to disciplinary action.  

Each bus contains a hands free device that allows the driver to utilize the radio while operating the bus.  However, please limit your communications while driving to maximize safety.  Try to wait until stopped to speak over the radio unless your response can be limited to “yes/no,” “10-4,” etc.  Also, please limit driver-to-driver communications so the dispatcher can contact you as needed.  

I.   DRESS CODE
As representatives of the City of Mesquite, MTED employees are expected to maintain a neat appearance at all times.  Violation of the dress code may result in disciplinary action including being sent home without pay.  

DRIVERS
Shirts:  A tucked-in uniform shirt or casual shirt with a collar will be worn at all times. MTED will issue logo shirts to drivers when available.  If issued, logo shirts should be worn as often as possible.
Pants:  Long pants or jeans only.  In June, July, and August, shorts will be permitted provided they are an appropriate length, are a solid color and fit appropriately.  Sweatpants and workout pants are not permitted.
Shoes:  Shoes must be closed-toe and closed-heel.  Athletic shoes are permitted.  
ID Badges:  Drivers, for identification as a City of Mesquite employee, must wear the City ID Badge at all times.

DISPATCHERS
MTED dispatchers and drivers filling in for dispatcher on vacation will adhere to the City of Mesquite’s casual dress standards.  


J.   DOCUMENTATION
MTED receives funding from both Federal and State agencies.  In order to comply with the required reporting, certain types of data must be collected each day.  Drivers are responsible for accurately completing any documentation they are asked to complete.  If drivers have questions on how to properly complete the documentation, please see the dispatcher or transportation coordinator as soon as possible.













K.   VEHICLE ACCIDENTS
Any collision between an MTED vehicle and another vehicle, person, or object must be reported to the dispatcher immediately.  There are no exceptions regardless of how minor an accident may seem.  Collision or Accident Procedures:

Drivers:

· Secure the scene of the accident.  Deploy warning flares/cones, move passengers to safety, etc.
· Determine the extent of injuries to customers and self.

· Determine the amount of damage to vehicle.

· Contact the dispatcher with the following information:

· exact location.  Use Mapsco page number if possible.
· number and types of injuries.

· amount of damage to vehicle.
· Is the vehicle drivable?

· names of customers on board.

· Remain calm, reassure the customers.

· Avoid discussing the accident with anyone other than the police and transportation coordinator.  Do not apologize for the accident.
· Follow instructions from police officers and emergency personnel.

· Do not leave the scene until Mesquite Police or the transportation coordinator instruct you to do so.


Dispatcher:
· Obtain the following information from the driver:

· exact location

· names of customers on board; wheelchair or ambulatory?
· number and types of injuries

· amount of damage to vehicle

· Is the vehicle drivable?

· Contact the transportation coordinator or department director.

· Notify Mesquite Police Department (regardless of accident site) at 972-216-6759.  If in Dallas, also contact the Dallas Police at 214-744-4444.  If in Garland, also contact the Garland Police at 972-205-2150.

· Dispatch a driver and vehicle to the scene to transport non-injured customers.

· Contact the Service Center should the vehicle need to be towed.

· Reassign customer pick-ups as necessary, ensure there is adequate vehicle and driver coverage for the remaining trips that day and future schedules.

City of Mesquite policy requires all drivers (employees, volunteers, etc) involved in an accident be taken for a drug screen by their supervisor immediately following an accident.

L.   NON-ACCIDENT-RELATED INJURIES TO DRIVERS OR PASSENGERS
Incidents which result in injury to a passenger or a driver but are not caused during a vehicle accident are reported in the same manner as “Section K.  Vehicle Accidents.”  However, the transportation coordinator will complete the forms “Supervisors First Report of Injury” or “Non-Employee Personal Accident or Injury Report.”

M.   OTHER INCIDENTS (FIRES, ETC.)
Some serious incidents can occur without a vehicle collision such as an engine fire or other severe mechanical failure resulting in imminent danger.  If you have reasonable cause to believe there is a fire aboard your vehicle (persistent burning smell, smoke, flames, etc.), pull to the side of the road and evacuate your bus immediately.  After the bus is evacuated, call dispatch to inform them what has happened and request assistance.

Drivers should exercise good judgment when evacuating their vehicle.  Ask other passengers to assist with non-ambulatory passengers when possible.  If you don’t have time to off-load wheelchairs/scooters in a safe manner, those non-ambulatory passengers should be carried or dragged off the vehicle.  Such action may result in minor injuries or embarrassment, but their life will be saved.


N.   VEHICLE BREAKDOWNS
If a vehicle becomes inoperable or the driver is experiencing other mechanical problems while on route, notify the dispatch office immediately.

If the nature of the breakdown requires that the vehicle be towed, the following should occur:
· Dispatcher notifies the supervisor with exact location of the breakdown.

· Dispatcher notifies the Service Center of the breakdown, the type of equipment and the exact location.

· Dispatcher sends a driver with a replacement vehicle so that the driver may continue on their scheduled route.

· Driver dispatched to deliver the replacement vehicle shall wait for the wrecker and then ride back with the wrecker to the Service Center.

· Dispatcher then makes necessary arrangements to ensure that there is adequate vehicle coverage for the next day’s scheduled trips.


If a wheel chair lift becomes inoperable, the dispatcher will replace that vehicle with a spare and notify the service center to minimize the down time.

If a vehicle stops running, the driver should contact the dispatcher for instructions before proceeding, even if the driver is able to restart the vehicle.


O.   ON-BOARD EMERGENCY CODE
If threatening activity occurs aboard a vehicle, the driver should attempt to communicate a distress call to the dispatch office without provoking hostile actions.  Drivers may attempt to report in as “XXXXXXXXX”; this will notify dispatch that a driver is in trouble and needs assistance without advertising that they are calling for help.  Include the Mapsco page when reporting, i.e. “XXXXXXXXX,” if possible.  Dispatch will notify the transportation coordinator and the Mesquite Police Department with the last known location.


P.   RAILROAD CROSSING
Federal law requires that all buses transporting passengers must stop not more than 50 feet from the tracks. All drivers are required to stop at all crossings regardless if passengers on board or not.

DO NOT STOP ON THE TRACKS

Federal Motor Carrier Safety Regulation: Subpart B par. 392.10:

“The driver shall not cross a railroad track or track at grade unless he first: stops the vehicle within 50 feet of, and not closer than 15 feet to, the tracks; thereafter listens and looks in each direction along the tracks for an approaching train. When it is safe to do so, the driver may drive the vehicle across the tracks in a gear that permits the vehicle to complete the crossing without a change of gears. The driver must not shift gears while crossing the tracks.”

These laws are prescribed by The U.S. Department of Transportation Federal Highway Administration and must be followed.  Failure to stop before crossing railroad tracks at grade or stopping on the tracks at grade is cause for disciplinary action up to and including immediate termination.


Q.   EMERGENCY RECALL
In the event of an emergency situation which activates the City of Mesquite’s Emergency Management Plan, MTED may be called upon to provide transportation services.  All MTED employees are on 24-hour emergency call and are expected to report to work when called.  

When the Emergency Operations Center is activated and a transportation request is made, employees will be notified by phone to report to work.  The dispatcher will report to the MTED office and advise drivers where to go once they report in.   Drivers will report to the Service Center, prepare their vehicle, report in via two-way radio, and await instructions.  The transportation coordinator or the Director of Community Services will direct transportation needs from the Emergency Operations Center.  If radio communication is impaired by the emergency, drivers will report to the MTED office after collecting their vehicle. 

If an emergency occurs during regular MTED operational hours, drivers may be directed to stop their current schedule and report to a specified point for further directions.  Emergency situations take priority over regular schedules.


SMOKING POLICY
It is the policy of the City of Mesquite that in no case shall smoking be permitted inside any City facility, including recreation centers, service center, break areas or restrooms. Additionally, smoking will not be permitted in any City owned vehicle at any time. Most importantly, smoking is not permitted by any employee while interacting with the public in an official capacity.

The designated smoking area for the Community Services Building is in the back of the building along the wall at the north east door.  At no time shall smoking be permitted in the front of the building or within 20 feet of any door.


DRIVER ACKNOWLEDGEMENT

I have been briefed on the above items, and I have received a copy of the MTED Policies and Procedures Manual.  I understand that it is my responsibility to read, understand, and comply with both sections of the MTED Policies and Procedures Manual along with City of Mesquite General Government policies and procedures.

Printed Name







Signature




Date

Supervisor’s Signature


Date
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