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A Welcome to Our New Employees 
 

It is with pleasure that we welcome you to the staff of Community Transit of 
Watertown/Sisseton, Inc. This new position with us is one of which you can be proud. 
 
To our program participants and others in the community with whom you will have contact as an 
employee, YOU are the Transit. The extent to which the Transit is considered friendly, 
knowledgeable, efficient, reliable, and trustworthy will be measured by how others see these 
qualities in you.  We hope that you will use your talents in a way that enhances the customer 
relations.  If, during the course of your employment, you find ways to improve the Transit 
operations or services, or to save the Transit unnecessary expenses, we welcome your ideas. 
 
The Community Transit of Watertown/Sisseton, Inc. Board of Directors approved the following 
policies and regulations of this document to be effective November 9, 2022. 
 
The Personnel Policy and Procedures Manual that follows has been prepared to guide you in 
better understanding our policies, procedures, and practices concerning employment matters.  
Also, these policies are to ensure fair and consistent administration for the benefit of all 
employees.  You are expected to know its contents and keep it handy for periodic reference.  As 
changes are made to this manual, we will ensure that you get replacement pages so that your 
copy always remains current. 
 
As you start employment with Community Transit of Watertown/Sisseton, Inc. you will find that 
your co-workers are ready to assist you, and you will receive on-the-job guidance to acquaint 
you with your new duties and responsibilities. 
 
Again, we welcome you to our team of hard-working and talented staff, and please accept our 
wishes for success in your new position. 
 
Sincerely, 
 
 
Community Transit of Watertown/Sisseton, Inc. Administrators and Board of Directors  
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Community Transit of Watertown/Sisseton, Inc. History 
 

Community Transit of Watertown/Sisseton, Inc. (hereinafter referred as CTWSI) is a private 
non-profit corporation existing to provide public transportation to citizens of CTWSI service 
area.  
 
Sisseton Community Transit was incorporated in May of 1992 and was under Area IV 
Nutrition/Transportation prior to that date and provided transit to six counties in NE South 
Dakota. 
 
Watertown Area Transit, Inc. was incorporated in 1998. Prior to forming Watertown Area 
Transit, Inc., transit was under the management of Inter-Lakes Community Action Inc., and 
called Codington County Transit. 
 
The Transit Director(s) and a Board of Directors are responsible for the overall operation of 
CTWSI.  
 
 

Notice to All Employees/Disclaimer 
 

The purpose of this Personnel Policy and Procedures Manual is to provide CTWSI employees 
with a common reference to the basic information that governs an individual’s employment with 
CTWSI. 
 
The authority to enforce the provisions set forth in this manual rests with the Transit Director(s) 
who will adopt and enforce such policies and procedures as are unique to a specific department 
but which are not inconsistent or in conflict with the policies and procedures adopted by the 
Board of Directors. 
 
CTWSI does not recognize verbal or implied contracts for employment.  Only the Transit 
Director(s) has the authority to enter into any agreement of employment.  Such employment 
agreements will only be valid and binding when the agreement is set forth in a written document 
signed by the employee and CTWSI Transit Director(s). 
 
This manual neither implies nor establishes a contract of employment between CTWSI and the 
employee.  The contents of this Personnel Policy and Procedures Manual summarizes current 
CTWSI policies and programs and are intended as guidelines only.  CTWSI retains the right to 
change, modify, suspend, interpret, or cancel in whole or in part any of the published or 
unpublished personnel policies or practices of CTWSI, without advance notice, without cause or 
justification to any employee.  Recognition of these rights and prerogatives is a term and 
condition of employment and continued employment.  As such, the contents of this manual do 
not constitute the terms of an employment contract.  Employment with CTWSI is on an “at-will” 
basis, i.e., that employment can be terminated by either party for any reason and with or without 
notice.  
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Mission Statement 
 

Community Transit of Watertown/Sisseton, Inc. is committed to provide coordinated 
transportation services to citizens of our service area by enhancing quality of life, livability, self-
sufficiency and freedom through mobility. 
 
 

Values 
 
Community Transit of Watertown/Sisseton, Inc. values: 
 
1.  Safety 
2.  Accountability 
3.  Teamwork 
4.  Accessibility 
5.  Customer Service 
6.  Efficiency/Coordination 
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Policy One – Introduction of CTWSI Policies 
 

1.0    Purpose and Use 
 
CTWSI enacts the Personnel Policy and Procedures Manual to ensure all personnel issues are 
adhered to and to provide personnel administration.  CTWSI has assigned all personnel issues to 
the Transit Director(s).  In the event a question arises out of this Manual, please forward them to 
the Transit Director(s). 
 
The policies and procedures for personnel administration are enacted by CTWSI in order to 
further the following goals: 
 

1. To provide a uniform and sound personnel administrative system throughout CTWSI. 
2. To inform employees of the general policies and procedures of CTWSI and the benefits 

and obligation of employment with CTWSI. 
3. To ensure that all personnel actions are based upon employee qualifications (knowledge, 

skills and abilities) and job performance and comply with federal and state law. 
4. To serve as written documentation of CTWSI commitment to fair employment practices 

and equal employment opportunity. 
5. To promote and encourage communication between the Transit Director(s)/Assistant 

Director and the employees. 
6. To protect the rights of the employee and employer throughout the employment 

relationship and to ensure that the responsibilities of both parties are carried out. 
 

1.1    Administration                                                               
  
The Board of Directors has approved the adoption and implementation of this Personnel Policy 
and Procedures Manual.  The Board of Directors reserves the exclusive right to hire, promote or 
release the Transit Director(s).  The Board of Directors vests the Transit Director(s) with the 
authority and responsibility for the selection of all other staff personnel which the Director(s) 
may delegate to an authorized designee.  The Board of Directors vests the Transit Director(s) 
with the authority and responsibility for carrying out the policies, procedures and intent of this 
manual, to include power to employ, promote, and assign duties and responsibilities, train, 
discipline or reward employees within the guidelines of this manual.  Situations not covered by 
written policies will be handled by the Transit Director(s) with concurrence of the Board of 
Directors.  All changes or amendments to the personnel policies must be approved by the Board 
of Directors. 
 
  



 
 

July 31, 2023 *Revised 1/31/25*  Page 12 of 78 
 

1.2    Application                                                                  
 
This Manual and all amendments hereto shall apply to all employees.  In the event of a conflict 
between these policies and state or federal law, the terms and conditions of that law shall prevail. 
 
 

1.3   Conflict of Interest 
 
A conflict of interest is defined as an actual or perceived interest by a staff or board member in 
an action that results in, or has the appearance of resulting in, personal, organizational, or 
professional gain.  Officers and members are obligated to always act in the best interest of 
CTWSI.  This obligation requires that any officer or member, in the performance of organization 
duties, seek only the furtherance of the organization’s mission.  At all times, officers and board 
members are prohibited from using their job title or CTWSI's name or property, for private profit 
or benefit. Officers and board members must observe regulations regarding conflicts of interest 
in contracts and grants. 
  
A.  The officers and members of CTWSI should neither solicit nor accept gratuities, favors, or 
anything of monetary value from contractors/venders.  This is not intended to preclude bona-fide 
organization fund raising-activities. 
 
B.  No officer, or member of CTWSI shall participate in the selection, award, or administration 
of a purchase or contract with a vendor where, to his knowledge, any of the following has a 
financial interest in that purchase or contract: 
1.  The officer or member; 
2.  Any member of their immediate family; 
3.  Their partner; 
4.  An organization in which any of the above is an officer, director or employee; 
5.  A person or organization with whom any of the above individuals is negotiating or has an 
arrangement concerning prospective employment. 
 
C.  Disclosure – Any possible conflict of interest shall be disclosed by the persons or persons 
concerned. 
 
D.  Board Action – When a conflict of interest is relevant to a matter requiring action by the 
Board, the interested person(s) shall call it to the attention of the Board and said person(s) shall 
not vote on the matter.  In addition, the person(s) shall not participate in the final decision or 
related deliberation regarding the matter under consideration.  When there is a doubt as to 
whether a conflict exists, the matter shall be resolved by vote of the Board, excluding the 
person(s) concerning whose situation the doubt has arisen. 
 
E.  Record of Conflict – The official minutes of the Board shall reflect that the conflict of interest 
was disclosed and the interested person(s) did not participate in the final discussion or vote and 
did not vote on the matter.  
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Policy Two – Discrimination and Harassment  
 

2.0 Equal Opportunity Statement 
CTWSI is committed to providing equal employment opportunities for all persons regardless of 
race, gender, gender identity, color, national origin, creed, age, economic status, religion, 
disability, veterans’ status, sexual orientation, pregnancy, marital status, status as a parent, family 
medical history or genetic information, political affiliation, military service, or to any other 
protected group status. 
 
Equal opportunity extends to all aspects of the employment relationship, including hiring, 
transfers, recruiting, layoff and recall, promotions, training, terminations, working conditions, 
compensation, fringe benefits, retirement plans, disability leave and other terms and conditions 
of employment. 
 
CTWSI complies with federal and state equal employment opportunity laws and strives to keep 
the workplace free from all forms of harassment, including sexual harassment, or any other 
harassing conduct prohibited by law.  CTWSI considers harassment and discrimination in all 
forms to be a serious offense.  Employees who have been subject to prohibited discrimination or 
harassment should immediately report the incident to the Transit Director(s) or if the Transit 
Director(s) is unavailable or is the source of the discrimination or harassment, to the EEO 
Officer.   A member of the CTWSI Board of Directors has been appointed to serve as the EEO 
Officer.  The name and contact information of the EEO Officer is posted within the facility. 
 
State and Federal laws and regulations that CTWSI follows includes:  The Equal Pay Act of 
1963; The Civil Rights Act (Title VII) of 1964 and 1991; Executive Order 11246; The Age 
Discrimination Act of 1969; Title IX of the Educational Amendments of 1972; Section 503 of 
the Rehabilitation of  1973; Fair Labor Standards Act; United States Codes; Code of Federal 
Regulations; Pregnancy Discrimination Act; Americans with Disabilities Act; Veterans’ 
Rehabilitation Act of 1974, Immigration Reform and Control Act of 1986: Immigration Act of 
1990; etc.  
 

2.1    American’s with Disabilities Act                                                                
The American’s with Disabilities Act (ADA) and the Americans with Disabilities Act 
Amendments Act (ADAAA) provides comprehensive civil rights protections to individuals with 
disabilities in the area of employment, public accommodations, state and local government 
services and programs.  Title II of the ADA states, in part, that “no otherwise qualified disabled 
individual shall, solely by reason of such disability, be excluded from the participation in, be 
denied the benefits of, or be subject to discrimination in programs or activities sponsored by a 
public entity”. 
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CTWSI has adopted this policy to provide prompt and equitable resolution of complaints 
alleging any action prohibited by the U.S. Department of Justice regulations implementing Title 
II of the ADA. 

2.1.1    Requesting an Accommodation 
 
Qualified individuals with disabilities may make requests for a reasonable accommodation to the 
Director.  On receipt of an accommodation request, the Transit Director(s) and the EEO Officer 
will meet with the individual requesting the accommodation to discuss and identify the precise 
limitations resulting from the disability and the potential accommodation that CTWSI may make 
to accommodate the limitations.  The Transit Director(s), Board of Directors and the EEO 
Officer, and, if necessary, along with the individual’s physician and other necessary 
professionals at CTWSI will determine the feasibility of the requested accommodation, 
considering various factors as permitted by law. 
 

2.2    Harassment                                                                       
 
CTWSI is committed to providing a supportive, positive working environment, free of sexual or 
other harassment. Harassment is a particularly harmful and illegal form of discrimination that 
breaks down trust within an organization and impedes the ability of employees and others to 
participate in an environment that allows them to achieve their fullest potential. Therefore, it is 
CTWSI’s policy that harassment or intimidation of any kind by or toward another employee or 
any other person will not be tolerated.  
 

2.2.1    Sexual Harassment  
 
Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a 
sexual nature constitutes sexual harassment when submission to or rejection of this conduct 
explicitly or implicitly affects an individual’s employment, unreasonable interferes with an 
individual’s work performance or creates an intimidating, hostile or offensive work environment.  
Sexual harassment has two definitions, they are: 

 
A. Quid Pro Quo – Quid Pro Quo is a threat or insinuation, either explicitly or 

implicitly, an employee’s refusal to submit to sexual advances or refusal to tolerate 
or participate in unwanted conduct, or communication of a sexual nature will 
adversely affect the employee’s terms and conditions of employment, including but 
not limited to wages, advancement, evaluation, assigned duties, shift assignment, 
career development, etc. 

 
B. Hostile Work Environment – A hostile work environment is any conduct or 

communication of a sexual nature which has the purpose or effect of substantially 
interfering with work performance or of creating a hostile, intimidating, or offensive 
employment environment that may be considered offensive to another employee. 
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Sexual harassment may include such actions as:  sex-orientated verbal “kidding”, 
“teasing”, or “jokes”; foul or obscene language or gestures; display of foul or 
obscene printed or visual material; physical contact such as patting, pinching, or 
brushing against another’s body; and demand for sexual favors.   While such conduct 
generally can amount to sexual harassment only if it is both unwelcome and either 
severe or pervasive, the agency nonetheless discourages any such conduct in the 
workplace, regardless of the circumstances. 
Any number of actions may constitute sexual harassment, including but not limited to 
the following: 
l. The victim as well as the harasser may be a woman or a man.  The victim 
      does not have to be of the opposite sex. 
2. The harasser can be the victim’s supervisor, an agent of the employer, a 
      supervisor in another area, a co-worker, or a non-employee. 
3. The victim does not have to be the person harassed but could be anyone 
      affected by the offensive conduct. 
4. Unlawful sexual harassment may occur without economic injury to or  
      discharge of the victim. 
5.   The harasser’s conduct is welcome or unwelcome. 

 

2.2.2 Harassment on the Basis of Protected Characteristics 
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under 
this policy, harassment is verbal or physical conduct that denigrates or shows hostility or 
aversion toward an individual because of their race, gender, gender identity, color, national 
origin, creed, age, economic status, religion, disability, veterans’ status, sexual orientation, 
pregnancy, marital status, status as a parent, family medical history or genetic information,  
political affiliation, military service, or to any other protected group status, and that: (i) has the 
purpose or effect of creating an intimidating, hostile or offensive work environment; (ii) has the 
purpose or effect of unreasonably interfering with an individual’s work performance; or (iii) 
otherwise adversely affects an individual’s employment opportunities.  
Any behavior that creates or contributes to an intimidating, bullying, hostile, or offensive 
environment is absolutely prohibited and will result in disciplinary action, up to and including 
termination.  The Board of Directors and management at all levels are responsible for taking 
corrective action to prevent sexual harassment/harassment in the workplace. 
 
Harassing conduct includes, but is not limited to: epithets, slurs or negative stereotyping; 
threatening, intimidating or hostile acts; denigrating jokes; and written or graphic material that 
denigrates or shows hostility or aversion toward an individual or group and that is placed on 
walls or elsewhere on the employer’s premises or circulated in the workplace. 
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2.3 Individuals and Conduct Covered 
 
These policies apply to all applicants and employees, whether related to conduct engaged in by 
fellow employees or someone not directed connected to CTWSI (e.g. an outside vendor, 
consultant, or customer).  
 
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related 
setting outside the workplace, such as business trips, business meetings, and business-related 
social events. 
 

2.4 Retaliation Prohibited 
 
CTWSI prohibits retaliation against any individual who reports discrimination or harassment or 
participates in an investigation of such reports. 
 
Retaliation against an individual for reporting harassment or discrimination or for participating in 
an investigation of a claim of harassment or discrimination is a serious violation of this policy 
and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of 
retaliation should be reported immediately and will promptly investigated and addressed. 
 

2.5    Reporting an Incident of Harassment, Discrimination, or Retaliation  
 
CTWSI encourages reporting of all perceived incidents of discrimination, harassment, or 
retaliation, regardless of the offender’s identity or position. Individuals who believe that they 
have been the victim of such conduct should discuss their concerns with the Transit Director(s). 
The Transit Director(s) are required to take all complaints they receive (formal or informal, 
resolved or not) to the EEO Officer. False and malicious reports of harassment, discrimination or 
retaliation as opposed to complaints which, even if erroneous, are made in good faith, may be 
subject to appropriate disciplinary action. It is the policy of CTWSI to investigate such reports.  
 

2.6 Complaint Procedure                                                             
 
It is CTWSI policy to comply with applicable federal, state, and local laws, ordinances and 
statutes concerning equal employment opportunity and nondiscrimination.  The Transit pledges 
that it will make a determined and sustained effort to prevent and eliminate any discrimination 
within the organization, in part by implementing the complaint procedure outlined below.   
 
CTWSI has adopted a complaint procedure to provide prompt and equitable resolution of 
complaints alleging any action prohibited by the Equal Employment Opportunity Commission 
(EEOC). 
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A complaint must be filed in writing and contain:  the name and address of the individual or 
representative filing the complaint, a description of the alleged harassment, discriminatory 
action, or retaliation in sufficient detail to inform the entity of the nature and date of the alleged 
violation and be signed by the complainant or authorized representative.  Complaints filed on 
behalf of third parties must describe or identify the alleged victims of the discrimination. 
 
    A.  Initial complaints should be directed to the Transit Director(s).  The Transit Director(s) 
          and the individual complainant should attempt to resolve the complaint at this 
          level.  The Transit Director(s) shall have ten (10) working days from the date he/she 
          was made aware of the complaint in official written form to provide a written  
          proposed resolution for the complaint to the complainant.  Note:  In the event the 
          employee does not feel comfortable going to the immediate Transit Director(s), they 
          should pass over this step and begin the process with the Equal Employment 
          Opportunity (EEO) Officer. 
 
    B.  In the event the complainant is not satisfied with the action of the immediate 
         Transit Director(s), they shall have ten (10) working days from receipt of the formal 
         written proposed resolution from the Transit Director(s) to forward the complaint to 
         the EEO Officer.  The EEO Officer will attempt to resolve the complaint at this 
         level.  Upon receipt of the formal complaint, in written form, the EEO Officer shall 
         conduct and informal investigation and have ten (10) working days to provide a  
         written proposed resolution to the complainant regarding the complaint. 
 
    C.  In the event the complainant is not satisfied with the proposed resolution of the 
          EEO Officer, they shall have ten (10) working days from receipt of the formal 
          written proposed resolution from the EEO Officer to forward the complaint to the  
          Board of Directors. 
 
    D.  Upon receipt of a formal written complaint, the Board of Directors shall promptly 
          conduct a thorough investigation of the complaint.  All interested parties shall be  
          afforded an opportunity to submit evidence relevant to the complaint.  In most 
          cases, a neutral third party will be utilized in the conduct of the investigation to 
          ensure impartiality and proper proceedings.  Thirty (30) calendar days will be 
          allowed to insure adequate opportunity for all involved parties to present 
          information and to insure the investigating authorities have sufficient opportunity 
          to prepare findings of facts and conclusions.  At the end of this time, the 
          investigating authority shall provide his/her findings of facts and conclusions to the 
          Board of Directors.  Upon receipt of this information the Board of Directors shall 
          have ten (10) working days to provide a formal written proposed resolution to the 
          complainant, again this may be written by the neutral party who investigated the 
          complaint. 
 
    E.  Files and records of all complaints filed shall be maintained by the EEO Officer. 
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F.  Nothing in this complaint procedure shall be construed as preventing an individual 
          from pursuit of other remedies including filing a complaint with any federal 
          agency(s) he/she believes is appropriate or with the EEOC. 
 
 

2.7 Title VI of the Civil Rights Act of 1964  
 
Title VI of the Civil Rights Act of 1964 prohibits discrimination based on race, color and 
national origin. CTWSI is committed to a policy of non-discrimination in its conduct of business.  
In its administration of federal funds for transit operations for various federally funded programs, 
it recognizes the importance of equitable and accessible transportation services from the 
community it serves.   
 
A copy of the policy regarding CTWSI’s Title VI complaint procedure and form is available 
from the Transit Director(s) and is on file with the South Dakota Department of Transportation. 
 

2.8 Anti-Bullying Policy 
CTWSI defines bullying as repeated inappropriate behavior, either direct or indirect, whether 
verbal, physical or otherwise, conducted by one or more persons against another or others, at the 
place of work and/or in the course of employment.  Such behavior violates CTWSI’s policy 
which requires that all employees will be treated with dignity and respect.  

The purpose of this policy is to communicate to all employees that CTWSI will not in any 
instance tolerate bullying behavior. Employees found in violation of this policy will be 
disciplined, up to and including termination.  

Bullying may be intentional or unintentional. However, it must be noted that where an allegation 
of bullying is made, the intention of the alleged bully is irrelevant, and will not be given 
consideration when meeting out discipline.  As in sexual harassment, it is the effect of the 
behavior upon the individual which is important. CTWSI considers the following types of 
behavior examples of bullying: 

1. Verbal Bullying: slandering, ridiculing, or maligning a person or his/her family; 
persistent name calling, which is hurtful, insulting or humiliating; using a person as butt 
of jokes; abusive and offensive remarks.  

2. Physical Bullying: pushing; shoving; kicking; poking; tripping; assault, or threat of 
physical assault; damage to a person’s work area or property  

3. Gesture Bullying: non-verbal threatening gestures, glances which can convey 
threatening messages  

4. Exclusion: socially or physically excluding or disregarding a person in work-related 
activities  
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Policy Three – Employee Conduct  
 

3.0 Workplace Violence                                                                 
 
It is CTWSI’s desire to maintain a safe environment for the employees and program participants 
to conduct business and fulfill its mission.  For the purposes of this policy, violence and threats 
of violence include, but are not limited to: 

 
A.   Any act involving physically assault 
B.   Any substantial threat to harm or to endanger the safety of others 
C.   Behaviors or actions interpreted by a reasonable person as carrying the potential 
       of violence and/or acts of aggression 
D.   Any substantial threat to destroy property 
E.    Possession on work site of any weapon or dangerous instrument (e.g., any type 
       of firearms, certain knives, brass or metal knuckles, etc.), unless required by 
       position duties 
 

Threatening behaviors, acts of aggression and violence will result in appropriate action by 
CTWSI, up to and including termination.  Civil and criminal penalties will be pursued as deemed 
appropriate.  It is the responsibility of every employee of CTWSI to take any threat or violent act 
seriously, to consult with appropriate personnel and to take action as recommended by these 
resources and guidelines. 

 
Please notify the Transit Director(s) regarding any actual or perceived violence occurring.  In the 
case of an emergency, call 911. 
 

3.1    Drug and Alcohol Policy 
 
CTWSI maintains a zero tolerance for alcohol and drug usage in or around the agency. All 
potential new hires are subject to a pre-employment drug screen, thereafter are subject to 
random, post-accident, return to duty, reasonable suspicion and follow-up drug/alcohol testing.   
CTWSI follows State and Federal laws and acts regarding prohibited substances; usage; testing 
requirements and procedures; prohibited conduct of employees; consequences/disciplinary 
actions; and grievance and appeal procedures.  All new employees must have 60 minutes of 
Drug/Alcohol training prior to driving. New employees will read and become familiar with 
CTWSI's Drug and Alcohol Policy Manual A “What Employees Need to Know About Drugs 
and Alcohol” manual is given to all newly hired employee and must be read and reviewed by 
employee and management.  An acknowledgment form will be signed and dated by new 
employees stating they have received the training.  Any employee who is under the influence of 
drugs or alcohol during working hours will be subject to termination.  Employees who test 
positive on a drug or alcohol test or refuse such test as required by CTWSI policy will be 
terminated.   For the sake of the employee’s own safety and the safety of all others who work for 
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CTWSI, all employees shall report to management any suspected abuse of drugs and or alcohol.  
For all safety sensitive issues, employees see the Drug and Alcohol Policy Manual. 
 

3.2   Outside Employment 
  
CTWSI recognizes that employees seek additional employment during off hours.  CTWSI asks 
its employees to remember that their position with CTWSI is their prime responsibility.  Outside 
employment by a person who is employed by CTWSI is subject to the following conditions: 
    A.  Such employment shall not interfere with the efficient performance of the 
          employee’s duties with CTWSI. 
    B.  Such employment shall not involve a conflict of interest or conflict with the 
          employee’s duties with CTWSI. 
    C.  Such employment shall be of a legal nature and not reflect negatively on CTWSI. 
    D.  Such employment shall not occur during the employee’s regular or assigned 
          working hours. 
 
If the Transit Director(s) determines that outside employment is interfering with the employee’s 
performance or creates an actual or apparent conflict of interest, the employee may be asked to 
terminate the outside employment.  CTWSI does not consider outside employment to be an 
excuse for poor job performance, tardiness, or absenteeism.  If outside employment leads to 
these problems, disciplinary action may occur, up to and including termination. 
 

3.3    Seat Belt Policy 
 
CTWSI is committed to doing everything possible to prevent injury to employees, and to protect 
the employees and the public from injury resulting from accidents.  CTWSI realizes that safety 
belts are an important and efficient means to accomplish this goal.  Therefore, it is CTWSI's policy 
that all employees, drivers and passengers shall be required to use seat belts when vehicles are 
moving. All passengers are to be seated and buckled before the vehicle proceeds.  Any refusal or 
failure to comply with this policy shall be reported to the Director(s) immediately.  Failure by the 
employee to comply with this policy or failure to ensure passenger compliance may result in 
disciplinary action. 
 
 
3.4    Smoking Policy  
 
Use of any tobacco related products, e-cigarettes or vaporizing devices is not permitted in any 
vehicle, office or structure which is owned or occupied by CTWSI.  If on break, employees should 
utilize the designated smoking areas and/or maintain a distance of 25 feet from all CTWSI vehicles. 
Cigarette butts should be disposed of in the provided receptacles, and not deposited on the ground.  
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3.5    Inclement Weather Policy                                               
 
Employees are expected to make every effort to come to work whenever possible provided doing 
so will not jeopardize their personal safety.  Inability to come to work due to inclement weather 
should be reported to the Transit Director(s) as soon as possible. 
 
When the National Weather Service and/or local Law Enforcement declares no travel advised 
within your local service area(s), CTWSI will be closed until the advisory expires.  When a 
declaration comes during the work hours, employees are required to work until all passengers are 
safely transported.  If safety of passenger transportation becomes an issue, notify the Director who 
will decide whether to continue CTWSI services for the day.  Full time non-exempt employees of 
CTWSI who were scheduled to work that day will be compensated at their regular rate of pay for 
any hours lost due to CTWSI closure. Part-time employees who were scheduled to work that day 
will be compensated at their regular rate of pay for any hours lost due to CTWSI closure, up to 
four hours maximum.  
 

3.6    Office Conduct 
 
Employees, paid consultants, and volunteers should conduct themselves in a businesslike manner 
commensurate with their job responsibilities.  Individuals must avoid behavior that interferes 
with the operations or mission of CTWSI.  In addition, employees, paid consultants and 
volunteers shall not promote personal, political or religious views or attitudes in the workplace.  
Such action may result in disciplinary action. 
 

3.7    Conflict of Interest 
 
All employees must avoid activities or relationships that conflict with CTWSI’s interests or 
adversely affect CTWSI’s reputation. CTWSI employees are discouraged from soliciting gifts, 
money and/or gratuities from persons receiving benefits or services through CTWSI, or from 
persons or entities performing services for CTWSI under contract, or who are in a position to 
benefit from an employee’s action.  CTWSI employees are discouraged from soliciting or 
accepting cash gratuities in any amount from any participant, contractor or other entity.  CTWSI 
employees must observe regulations regarding conflicts of interest in contracts and grants.  
Employees cannot accept employment or compensation or engage in any business or 
professional activity that might require disclosure of CTWSI’s confidentially information.  All 
employees will be required to maintain the confidentiality of records and information. 
 
Employees must disclose actual or potential conflicts to the Transit Director(s) as soon as they 
become aware of them.  Failure to make required disclosures or resolve conflicts of interest 
satisfactorily can result in discipline up to and including termination of employment. 
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3.8    Absenteeism and Tardiness 
 
Employees are expected to be on the job, on time every day that they are scheduled to work. It is 
the responsibility of the employee to know their schedule and to check periodically for 
changes/updates to said schedule. 
 
Unscheduled absences, late arrivals, and early departures are grounds for disciplinary action, up 
to and including termination. 
 
An employee absent from work due to illness or disability shall notify the Transit Director(s) 
within two (2) hours of his/her scheduled work shift or as soon as possible.  If an emergency 
situation exists, indicate the nature of the situation and the expected length of absence.  If an 
employee is absent two (2) consecutive days without proper notification, he/she may be 
considered to have voluntarily resigned his/her position.  After three (3) consecutive sick days, 
documentation from a treating physician approval may be required prior to an employee’s return 
to work.  However, the Transit Director(s) may request a documentation from a treating 
physician for any unscheduled absence.  Any employee found to have no legitimate reason for an 
unscheduled absence may be subject to disciplinary action. 
 

3.9    Dress Code 
 
It is important that staff members present a professional image to the public.  Office staff are 
required to be in clean, business casual dress while on duty.  T-shirts with offensive logos 
sweatpants and are not considered appropriate professional dress.   
CTWSI will provide some apparel with the company logo on them to Transit drivers to be worn 
while on duty.  All drivers reporting for duty must be clean, neat and dressed in the uniform.  
Upon termination of employment, Transit drivers are to return all CTWSI issued apparel to the 
office.  Uniforms are not allowed for use off the job, except worn on the way to and from work, 
and should not substitute for personal attire. 
 
Blue jeans are acceptable attire to be worn by all staff as long as they are clean and do not have 
holes in them.  In the summer, denim or khaki shorts may be worn by the drivers (no 
athletic/gym shorts shall be worn while on duty.  All uniform/shirts shall have long or short 
sleeves. Sleeveless tops are not acceptable. Flip-flops and garden style shoes are not allowed.  
Sandals are acceptable for office staff. 
 
In the event an employee is found to be wearing inappropriate attire to work, that employee will 
be asked to go home and change and will be unpaid for the time absent from the workplace.  
Exceptions to the dress code may be made by the Transit Director(s) depending upon the 
activities for the day.   
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3.9.1 Hair/Hygiene 
 
An employee’s hair must be neat and clean.  Drivers should maintain a hairstyle that will not 
cover the eyes or will not otherwise impede the safe operation of the vehicle. 
 
Employees must either be clean shaven or facial hair must be properly trimmed and neat in 
appearance. 
 
Personal hygiene must be kept up to the highest possible standards. 
 
In the event an employee is found to be in violation of personal grooming and hygiene standards, 
that employee will be asked to go home and return when standards are met.   
Any time absent from the workplace for this purpose will be unpaid. 
 

3.10 Confidentiality 
 
During the course of employment, employees of CTWSI will be working with the public, 
passengers, businesses, contractors and will encounter information considered confidential.  
Maintaining this confidentiality is important to CTWSI’s organization and passengers.  
Employees must refrain from discussing passengers with those outside of CTWSI and be aware 
of the potential for written material that can be viewed and spoken words that can be overheard 
by those with no right to know. Employees should only communicate essential passenger 
medical information/condition when using the radio that others might hear. 
 

3.11    Computer/Electronic Communications 
 
CTWSI uses computers and other computer operated technology to increase the efficiency and to 
perform work related tasks.  CTWSI strives to provide up-to-date equipment to accomplish this 
goal.  Use of all computer technology is expected to be for work-related purposes only. 
Employees may use company computers/Internet to enhance computer skills when all work 
assignments are complete.  Only software and electronic systems approved by the Transit 
Director(s) can be installed on the computers. No computer games may be loaded on the 
computers or tablets and no computer games may be played. 
  
Staff will receive training on the use of equipment and software required to complete their work 
assignments and scheduling.  All staff is expected to become proficient with the electronic 
equipment and communications devices that are required to complete their job assignments. 
 
Any electronic content that a reasonable person would consider defamatory, offensive, harassing, 
disruptive or derogatory, including but not limited to sexual comments or images, racial or ethnic 
slurs, or other comments or images that would offend someone on the basis of race, gender, 
national origin, religion or disability is prohibited. 
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Employees in possession of company equipment such as cellular phones and iPads are expected 
to protect the equipment from loss, damage or theft. 

3.12    Telephone Usage 
 
Proper use of telephones, voice mail, texting, and other components of CTWSI’s telephone 
system is important in controlling costs, ensuring effective communications, and maintaining 
productivity.  While the telephone system is intended to be used for business purposes, CTWSI 
recognizes that some personal calls are necessary.  Employees are permitted to make and receive 
personal calls that are urgent or extremely difficult or impractical to schedule outside of work 
hours.  Such calls should be infrequent and as brief as possible.  Whenever possible, employees 
should make personal call(s) during meal or break periods.  City, State and Federal laws prohibit 
use of hand-held mobile telephones (texting) while vehicles are in motion.  When possible, 
vehicles must pull over in a safe location if it becomes necessary to use the cell phone. 
 
Texting while driving is prohibited by CTWSI in all situations and 
illegal in the State of South Dakota. 
 

3.12.1 Voice Mail 
 
Voice mail, like the other components of CTWSI’s telephone system, is intended for business 
use.  All messages are agency records.  While voice-mail passwords are intended to limit access 
to authorized people only, employees should not have an expectation of privacy in connection 
with voice-mail messages and should use the system accordingly.  Employees with voice-mail 
messages should access them promptly and delete old messages.  
 

3.12.2 Violations 
 
The use of CTWSI’s telecommunications system to make or send fraudulent, unlawful or 
abusive calls or messages is prohibited.  Employees are to report any threatening, intimidating, 
or harassing telephone calls to the Transit Director(s).  Any employee identified as making a 
fraudulent, unlawful, or abusive calls or messages is subject to disciplinary action and possible 
criminal prosecution.  If harassing calls originate from outside CTWSI, law enforcement may be 
notified. Violations of this policy can result in criminal charges and prosecution, as well as 
discipline, up to and including discharge.  
 

3.13    Nepotism 
 
The policy of employment is to hire and promote on the basis of an individual’s merit, 
knowledge, skills, and abilities and to avoid circumstances of favoritism and discrimination.  
Thus, the employment of immediate family members where an immediate family member would 
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hire, supervise, discipline or otherwise judge the performance of the above is prohibited.  It is 
permissible for family members to be employed in the same department provided there is no 
supervisory situation.  For the purpose of nepotism, immediate family is defined as:  parents, 
step-parents, spouse, children, step-children, brothers, sisters, step-brothers, step-sisters, 
grandparents, grandchildren or an individual who has acquired any of the above status through 
marriage.  If employees become family members or a supervisory situation develops, CTWSI 
will make reasonable efforts to assign job duties so as to minimize problems with supervision, 
safety, security, or morale.  If accommodations of this nature are not practical, the employees 
will be given 60 days to determine which of them will resign.  If the employees cannot make the 
decision, the Transit Director(s) in consultation with the Board of Directors will decide which 
employee will remain employed. 
 

3.14    Riots and Civil Disturbance 
 
Employees are prohibited from using his/her positions in CTWSI to plan, initiate, participate in 
or otherwise aid or assist in the conduct of any rioting or civil disturbances.  CTWSI will 
terminate from employment any employee who is determines, on the basis of substantial or 
material evidence, has been using his/her position to promote violence or disorder. 
 

3.15    Direct Action 
 
CTWSI ‘s duties of advocacy on behalf of the participants sometimes means self-help 
involvement of the participant leading to such direct activities as peaceful and lawful assembly to 
address grievances from those believed capable of alleviating them.  However, forms of direct 
action which, by threatening law and order, aggravate the alienation of the participant from the 
rest of society or interfere with orderly democratic processes, or are antagonistic to the purposes 
of CTWSI, are inconsistent with CTWSI's policies and will not be tolerated. Therefore, 
employees of CTWSI are prohibited in connection with the performance of his/her duties from 
participating in, planning or otherwise assisting in any picketing or protest or other form of direct 
action which is unlawful. 
 

3.16    Political Activity 
 
Employment with CTWSI may not be offered as a consideration or reward for support or defeat 
of any political party or candidate for public office, nor may any person, as an employee, engage 
in partisan political activity.  Partisan political activity by CTWSI employees whose work is 
even partially funded by Federal funds is prohibited (Federal Political Activity Act, 5USC 1501 
et seq.) and said employees cannot run for political office at the federal, state or local level. 
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3.17 Social Media 
 
We encourage you to use good judgement when communicating via social media away from the 
workplace. Ultimately, you are responsible for what you post online. Before creating online 
content, consider some of the risk and rewards that are involved.  
 
Keep in mind that, if your conduct adversely affects your job performance, the performance of 
fellow employees or otherwise adversely affects customers, employees, or other people who 
work on behalf of CTWSI, it may result in disciplinary action up to and including termination.  

 
 

3.18 Media Communication Policy 
 
This policy establishes guidelines for employees and representatives when communicating with 
the media to ensure consistency, professionalism, and the protection of the organization's 
reputation. This policy applies to all employees, contractors, and representatives of CTWSI.  
Violations of this policy may result in disciplinary action, up to and including termination. 

Authorized Spokespersons 

• Only designated spokespersons are authorized to communicate with the media on behalf 
of CTWSI. 

• Requests for interviews, comments, or statements must be directed to the Co-Executive 
Directors. 

Guidelines for Employees 

1. Media Requests: 

o Direct all media inquiries to the Co-Executive Directors. 

o Do not provide comments or information unless authorized. 

2. Confidential Information: 

o Do not disclose proprietary, confidential, or sensitive information. 

3. Personal Opinions: 

o If expressing personal views publicly, clarify that these do not reflect CTWSI’s 
position. 

4. Social Media: 

o Follow the organization's Social Media Policy when discussing work-related 
topics online. 
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Policy Four – Employee Classifications and Status 
Changes 
 

4.0 General                                                          
  
Proper classification of employees is important to administering salaries, determining eligibility 
under CTWSI’s employee benefit plan, and complying with employment and tax laws.  CTWSI 
offers full-time, part-time and may offer seasonal/temporary employment opportunities to meet a 
variety of staffing requirements and accommodate employee needs and preferences.   
 
All employees, whether full-time, part-time, or temporary, are classified as either exempt or non-
exempt for overtime and minimum wage requirements. 
 

4.1 Employee Classifications 
  

4.1.1 Full-time Regular Employee 
An employee hired for and regularly scheduled to work 35-40 hours per week (excluding 
Holidays and Personal Leave). All benefits apply.  
 

4.1.2 Part-time Regular Employee 
An employee hired for and regularly scheduled to work less than 35 hours per week (excluding 
Holidays and Personal Leave). No benefits apply.  
 

4.1.3 Seasonal/Temporary Employee 
A seasonal or temporary employee is employed by CTWSI for a specified period of time or for 
the duration of a specified and definable project.  A seasonal or temporary employee is not 
eligible for vacation or sick leave benefits.  The employee may receive payment for holidays 
during the time of employment in the event grant funds are available and at the discretion of the 
Transit Director(s).  The position will not fall under the recruitment and selection process and 
advertising for this position is not required. 
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4.1.4 Nonexempt/Exempt Status 
 
CTWSI classifies each employee or position as exempt or nonexempt: 
 
Exempt employees are not subject to Federal and State overtime requirements.   
 
Nonexempt employees are entitled to overtime pay of at least one- and one-half times (1 ½) 
his/her regular rate for hours worked in excess of 40 in any workweek.  The Exempt/Non-
Exempt status is stated on the job description, and you will be advised of your status by the 
Transit Director(s) or Board of Directors upon hire.  
 

4.2 Probationary Period                                                           
 
The probationary period is a training period in which a newly hired Full-time Regular employee 
or Part time Regular employee of CTWSI is completing his/her first 6 months of continuous 
employment.   
 

4.2.1 Purpose of Probationary Period 
 
The probationary period is an intrinsic part and extension of the employee selection process 
during which the employee will be considered in training and under careful observation and 
evaluation by the Transit Director(s) or designee.  Generally, this period will be utilized to train 
and evaluate the employee’s effective adjustment to work tasks, conduct, observance of rules, 
attendance and job responsibilities, and to allow for the release of any probationary employee 
whose performance does not meet expectations.  The probationary period will be six (6) months 
continuously for all new employees. 
 
If at the conclusion of the employee’s probationary period, the employee’s performance is 
deemed satisfactory to Transit Director(s) the employee shall then be advanced to the appropriate 
employment status.  Vacation leave and Sick leave will begin accruing during the Probationary 
Period; however, Vacation leave may not be taken until three (3) months after the start of 
employment.  
 

4.2.2 Leave of Absence 
  
Probationary employees may be granted administrative leave or leave without pay for religious 
observances, emergencies, death in the immediate family or other reason deemed satisfactory to 
the Transit Director(s)during the first 6 working months.  No employee is eligible to use vacation 
leave until completion of three (3) months of service. 
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4.2.3   Transfer or Promotion after Probationary Period 
 
Any employee that changes position within CTWSI will undergo a new six (6) month 
probationary period. Such employees are eligible to use vacation leave during this time, and all 
employee benefits will continue to accrue.  A date of hire increase will be given during this 
period if applicable.  All employees are eligible to apply for internal job postings. 
 

4.2.4 Transit Director(s) 
 
The Transit Director(s) is defined as any employee who has the authority to recommend, hire, 
promote, evaluate, train, demote, discipline or terminate employees.  See the applicable Transit 
Director(s)’s job description. 
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Policy Five – Recruitment and Selection 
 

5.0 General Policy 
 
It is the policy of CTWSI to recruit and fill job vacancies with the most qualified applicant.  
CTWSI has three methods of recruiting qualified applicants to fill job vacations. These are, in no 
particular order: 
 

1. Promotion from Within 
2. Transfer from Within 
3. Open announcement and advertising 

 
Employees shall be chosen on merit and fitness to fill a job vacancy.  CTWSI recruitment efforts 
are based upon equal employment opportunity and conducted without regard to race, gender, 
gender identity, color, national origin, creed, age, economic status, religion, disability, veterans’ 
status, sexual orientation, pregnancy, marital status, status as a parent, family medical history or 
genetic information, political affiliation, military service, or to any other protected group status 
 
It is the policy of CTWSI to apply appropriate job-related standards to the condition of 
employment and to maintain such standards at a level consistent with the business goals of 
CTWSI.   
 

5.1 Implementation 
 
Each manager is responsible to ensure compliance with this policy.  This includes initiating or 
supporting programs and practices designed to develop understanding, acceptance, commitment 
and compliance within the framework of this policy.  All employees, the Transit Director(s) and 
supervisory personnel will comply with all applicable laws and regulations in applying this 
policy to achieve CTWSI objectives. 
 

5.2 Job Announcement 
 
Announcements for full-time and part-time job vacancies may include:  the job title, program, a 
brief statement of duties and objectives of the position, the minimum qualifications and 
specifications, closing dates or application deadline, work week status and location to send 
application, resumes and any other information needed.  All announcements and advertisements 
shall state that CTWSI is an “Equal Employment Opportunity Employer.  Some announcements 
will not include detailed information about the position but will state that the job description can 
be viewed at the CTWSI office on the Web-site or mailed to them upon request. 
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The Transit Director(s) shall advertise all vacancies in such a manner that all prospective 
applicants may become aware that a position is open.  Public announcement of employment 
opportunities may be advertised in a local newspaper, with South Dakota Job Services, radio 
stations, online, and/or on social media.  Public advertising will be no less than five (5) working 
days. 
 

5.2.3   Emergency Hiring 
 
CTWSI reserves the right to hire employees without a formal posting or advertising in the event 
of an emergency as determined by the Transit Director(s) or CTWSI Board. 
 

5.3 Applications for Employment 
 
Individuals interested in applying for a specific position with CTWSI must complete and submit 
an application form.   
 

5.4 Eligibility 
 
To be eligible for employment with CTWSI, applicants must be legally eligible to be employed 
in the United States as proven on the required I-9 form and meet all Federal and State age 
requirements necessary to obtain a valid and/or Commercial Driver’s License. 
 

5.5 Qualifications 
 
CTWSI maintains job descriptions on each position.  This description establishes the minimum 
required levels of education and experience necessary to qualify for appointment, the physical 
demands and the environmental conditions.  Each job description may also contain desired skills 
or qualifications.   
 

5.6 Disqualification 
 
CTWSI disqualifies an application for employment if an applicant does not meet the minimum 
qualifications, knowingly has made a false statement on the application form and/or resume 
and/or has committed any dishonest practice during the selection process. 
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5.7 Screening Applications 
 
All applicants submitted for any job posting will be reviewed by the Transit Director(s) or Board 
of Directors if the position is for the Transit Director(s).  It is expected that no fewer than two (2) 
applicants will be interviewed, providing qualified applicants have applied.  
 

5.8 Interviewing Process 
 
The Transit Director(s) will interview the applicants unless the position is for a Transit 
Director(s), then the Chairperson of the Board of Directors will appoint Board members to 
interview the applicants.  Information about the applicant gathered from review of the 
application form, screening comments, and observations during the interview will be used 
together for total analysis.  Information used in making hiring decisions will be job related only 
and will comply with the Civil Rights Act of 1964.  Applications and related notes from the 
interview shall be retained by the Personnel Officer in the Application File for two (2) years. 
 

5.9 Employee References 
 
To be considered as a qualified applicant, candidates for positions with CTWSI must provide 
names, addresses and if applicable, the name of a supervisor or contact person from his/her last 
places of employment. The job application form will include consent by the applicant for 
CTWSI to conduct reference checks on references as well as past and present employers.   
Comments will be recorded on the application form or on a sheet and stapled to the application.  
The person conducting the reference check will seek job-related information only. 
 

5.10 Criminal Background Checks/Credit Checks 
 
As a condition of employment and in accordance with the Fair Credit Reporting Act, CTWSI is 
mandated by State and Federal law to conduct a criminal background check on designated 
positions. CTWSI will also conduct a criminal background check on all other potential 
employees.  In addition to employees, volunteers may need to submit a criminal background 
check as deemed applicable to the volunteer’s duties.   
 
Staff that will be administering grants and handling any funds will be required to successfully 
pass a credit check as a condition of employment.  
 
Current employees are required to report any conviction for a criminal offense, which occurs 
during the time they are employed by CTWSI including traffic violations, vehicle accidents, 
speeding tickets, etc. while on or off duty.  Failure to notify the Transit Director(s) of any 
conviction or accidents will be subject to disciplinary action including termination.  
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5.11 Drug and Alcohol Testing  
 
The policy of requiring drug and alcohol testing applies to all employees of CTWSI and to any 
employee holding a Commercial Driver’s License (CDL).  See section “3.1 Drug and Alcohol 
Policy” for further information and details. 

 

5.12 Drivers History Check 
 
A driver’s history check will be conducted prior to employment for all positions held at CTWSI.  
Traffic violations may result in CTWSI refusing an offer of employment. 
 

5.13 Selection 
 
Selection to fill a job position is made on the basis of knowledge, skills, ability to perform the 
duties, and meeting the qualifications listed on the job description for the position.   
 

5.14 Employment Offers 
 
When a suitable candidate is identified, salary and working conditions will be discussed prior to 
making any conditional offer of employment.   The conditional offers will be made in writing 
and will advise the applicant that they will be offered a position provided they successfully 
complete the criminal background check, credit check if applicable, drug and alcohol testing, 
reference checks and driver’s history check. 
 

5.15 Orientation  
 
Each new employee will receive an orientation.  Information from the Personnel Policy and 
Procedures Manual, Drug & Alcohol Policy, Passenger Manual, and Driver’s Manual is 
reviewed and the employee signs acknowledgment that it is their responsibility to read and 
understand all policies and procedures for public transportation and employment with CTWSI.   
The orientation includes information on employee’s rights, employee evaluations, payroll, pay 
periods, documents containing procedural steps for situations in public transportation, and a 
federal document making clear employees may not text or talk on the phone while driving a 
CTWSI vehicle. Also, included is information on mandatory training and the timeline for 
completion. Other training opportunities are also discussed with the employee. All employees 
must complete a minimum of 40 hours of supervised training.  
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5.16 Acceptance of Employment 
 
When a person has accepted the position, a letter will be sent to all other applicants announcing 
the position has been filled.  After an individual has accepted employment with CTWSI, the 
Transit Director(s) will ensure that the necessary and proper paperwork is filed within the 
employee’s personnel file. 
  

5.17 Creating New Positions 
 
In the event a new position is to be created by action of the Board of Directors, the Transit 
Director(s) will prepare a draft job description, which will be submitted to the Board of Directors 
for review and approval. 
 

5.18 Program Mergers 
 
In cases where another program/agency/company participates in a Board of Directors approved 
merger with CTWSI, the usual hiring procedure may be suspended, and qualified existing 
personnel may be retained from the merging program.  The Board of Directors may suspend 
usual hiring procedures in such cases based upon the needs of CTWSI. 
 
Any employee who is retained as the result of a merge would complete the usual introductory 
period required by CTWSI.  The full-time employee would accrue sick and vacation leave 
effective on the date of employment. 
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Policy Six – Personnel Records 
 

6.0 Personnel Records 
 
In collecting, maintaining, and disclosing personnel information, CTWSI makes every effort to 
protect employee’s privacy rights and interests and prevent inappropriate disclosures about any 
employee.  While complying with its governmental reporting and record keeping requirements, 
CTWSI makes every effort to ensure it handles all personal and job-related information 
concerning employees in a secure, confidential and appropriate fashion in accordance with the 
principles and procedures outlined below. 
 

6.1 Confidentiality of Information  
 
CTWSI treats personnel information as confidential and respects the need for protecting each 
employee’s privacy by enforcing secure information handling procedures on the part of all 
personnel whose job duties involve gathering, retaining, using or releasing personal information 
about the organization’s employees.  CTWSI collects and retains only such personal information 
as it needs to effectively conduct business and administer its employment and benefit programs.  
CTWSI takes all possible steps to make sure that all personal and job-related information about 
employees is accurate, complete and relevant for its intended purpose.  Wherever possible, 
CTWSI notifies affected employees if it needs additional personal information and gives these 
employees an opportunity to supply the requested data. 
 

6.2 Security and Storage 
 
All documents relating to CTWSI’s personnel record system are kept in secure locked files in the 
Transit Director(s)’s office or safe or in securely stored online files. These files are accessible 
only to authorized personnel with a valid need to obtain specific information from an employee’s 
personnel record.  Employees also are granted access to their personnel files and records in 
accordance with the access procedures outlined below.  All personnel files and records must 
remain in the Transit Director(s)’s office at all times. If an individual with an authorized need to 
know requests review of the information in an employee’s personnel file, the Transit Director(s) 
will allow review to occur during regular business hours.  
 

6.3 Internal Disclosures 
 
Supervisors and other authorized employees of CTWSI must obtain approval from the Transit 
Director(s) before access to personnel file information is granted.  When information from an 
employee’s personnel file is to be released or disclosed within the organization, CTWSI may 
notify the employee of the planned disclosure, if management views the disclosure as possibly 
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intruding on the employee’s privacy.  However, routine or ordinary employment procedures, 
including, but not limited to, performance appraisals, merit increase review, promotion and 
transfer consideration, and disciplinary investigations normally are not subject to this notification 
procedure. 
 

6.4 External Disclosures 
 
On occasion, CTWSI must provide information and data from its personnel records and files to 
federal, state and local government agencies in accordance with record keeping and reporting 
requirements imposed by such agencies.  In instances where a government agency requests 
information beyond that which it normally requires, CTWSI ordinarily advises the affected 
employees of the agency’s information request.  However, if an agency’s information request 
occurs in the course of an investigation or if an agency asks CTWSI to keep such a request 
confidential, CTWSI, in its discretion, may comply with the agency’s request.  CTWSI 
ordinarily honors subpoenas demanding production of information with respect to any employee, 
but usually advises the employee of the subpoena and nature of the information requested, unless 
otherwise prohibited by law. 
 

6.5 Records for Review 
 
Employees generally have access to their following types of records: 
 
A.  Employment applications 
B.  Personnel actions forms, including those for hiring, promotions, salary changes and 
      job title changes 
C.  Form I-9, Employment Eligibility Verification form and other documents related to 
      employment eligibility 
D.  Form W-4 and related tax withholding information 
E.  Attendance records 
F.  Performance appraisals 
G.  Awards and commendations 
H.  Accident reports 
I.  Warnings and reprimands (excluding documents prepared in connection with 
     investigations or other documentation to support reprimands) 
J.  Grievances filed by the employee 
K. Medical records (NOTE:  At the discretion, CTWSI can release medical records to a 
     physician of the employee’s choosing rather than to the employee) 
L.  Workers compensation information 
M. Fringe benefit enrollment and election forms, including designation of beneficiary 
      forms 
N.  Emergency contact information 
O.  Biographical information 
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Note:  CTWSI retains documents in accordance with record retention requirements under federal 
and state law.  After the expiration of the applicable retention period, the records are destroyed.  
Consequently, certain historical documents might not be available for review. 
 
The following types of documents are not part of an employee’s general personnel records and 
are not accessible to employees: 
 
A.  Re-employment reference information, including letters, telephone notes and 
      memorandum secured from the employee’s prior employers or persons who are not 
      current employees of the Agency 
B.  Medical records created or obtained by CTWSI that an employee can obtain directly 
      from his/her physician or health care provider 
C.  Records relating to investigations of policy violations, prohibited conduct or criminal 
      offenses 
D.  Documents developed or prepared for use in grievance or court procedures 
E.  Documents related to staff planning or business planning, including management 
      succession plans, management bonus plans and job assignment plans 
 

6.6 Accuracy of Employee Information 
 
To ensure that CTWSI’s personnel files are up-to-date and contain accurate and complete 
information, employees are required to notify the Transit Director(s) of any changes that need to 
be made in the following categories:  name, telephone number, home address, marital status, 
number of dependents, beneficiary designations, scholastic achievements or individual to notify 
in case of any emergency. 
 

6.7 Correction or Deletion of File Information 
 
Employees can request correction or deletion of information in his/her personnel records as 
appropriate by submitting a written request to the Transit Director(s).  Within 30 calendar days 
of receipt of a written request to amend a record, the Transit Director(s) notifies the employee in 
writing that the amendment will be made as requested or that the amendment request has been 
denied.  In cases where a requested amendment is denied, the Transit Director(s) must explain 
the reasons for refusing to make the change.  A copy of the response must be placed in the 
individual’s record if the request is denied.  If the Transit Director(s) refused to amend or delete 
the record, the individual has the right to enter into the record a statement setting forth the 
reasons for the individual’s disagreement. 
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6.8 Employee Files 
 
The Transit Director(s) is responsible for completion and retention of the “Employment File”.  
The Employment File for a position should contain the following: 
 
A.  Job Announcement 
B.  Copies of advertisements, including dates and how long they appeared in the 
      publications in which they were run 
C.  Copies of announcements mailed and where they were sent 
D.  Any correspondence related to the recruitment and selection process 
E.  Notations of telephone or face-to-face contacts 
F.  Candidate applications and resumes of all applicants for the position 
G.  Selected applicant data for the successful candidate (starting date, rate of pay, terms 
      of employment) 
 
The completed “Employment File”, including the applications and resumes of all candidate 
applicants for a position, must be kept as required by Executive Order 11246, as amended.  
Completed employment files can be reviewed periodically by the EEO Officer or designee.  
Careful completion and retention of these files by the Transit Director(s) provides protection in 
two ways.  The files provide documentation of “good faith” recruiting procedures and they also 
provide an official record for use in investigating complaints of discrimination in the selection 
process. 
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Policy Seven – Hours of Work and Compensation 
 

7.0 General Policy 
 
It is the intent of the Transit Director(s) to create a standard workweek within which an 
employee is expected to perform CTWSI services.  The Transit Director(s) also realizes that 
emergency and extenuating circumstances may arise in which an employee is required to work 
variable hours.  Nothing within this policy is meant as a guarantee to the number of hours, either 
daily or weekly, that an employee may be required to work.  However, it is the Transit 
Director(s)’s intent that every employee be treated equal and fairly when expected to work odd 
or extended hours. 
 

7.1 Standard Workweek 
 
The standard work week is forty (40) hours unless otherwise stated for the purpose of calculating 
pay and overtime. The work week begins at 12:00 am Sunday and ends at 11:59 pm Saturday. 
 

7.2 Standard Workday 
 
A work schedule will be established for each employee.  Any deviation from this schedule must 
be approved in advance by the Transit Director(s).  Daily and weekly schedules may be changed 
to meet the needs of CTWSI at the Transit Director(s)'s discretion.  The Transit Director(s) is 
encouraged to put schedules in writing and to announce changes as far in advance as possible for 
the convenience of the employee. The employee is responsible to check the schedule periodically 
for changes in said schedule. It is also the responsibility of schedulers/dispatchers to 
communicate said changes with the employee. 
 

7.3 Break Periods 
 
Employees will generally receive a standard unpaid lunch break of one (1) hour. Lunch break 
times will be scheduled by dispatch, according to scheduling needs. Due to staffing in some 
locations, a one (1) hour lunch break may not be possible. If this is the case, employees should 
discuss this with the Transit Director(s) to plan accordingly.  
 
Lunch periods are not included in paid work hours.  However, in the event an employee is unable 
to leave and is subject to work during his/her meal period, the employee will receive a paid lunch 
break.  Nonexempt employees must “sign out” during the lunch break.  Twenty-minute break 
periods are also permitted during the workday.  These breaks are considered “paid time”. 
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The break schedule below is defined for employees according to total daily hours worked: 
    1-3 hours = no break 
    3.5 to 5 hours = (1) 20-minute paid break 
    5.5 to 7 hours = (1) 20-minute paid break plus (1) unpaid lunch break 
    7.5 hours or more hours = (2)20- minute paid breaks plus (1) unpaid lunch break 
 
Break periods may not be accumulated for time off, to leave work early or grouped together to 
provide a longer break period and breaks are not guaranteed to the employee.  They shall be at 
the discretion of the Transit Director(s).  Breaks should be taken and arranged according to 
workload. 
 

7.4 Pay Period and Pay Day 
 
Payroll will be prepared in accordance with Federal and State regulations and shall depict the 
period of time covered by the payroll, the name, program or department, salary rate and amount 
due. 
 
CTWSI operates the payroll on a bi-weekly pay period with payday every other Friday. Saturday 
before payday is the cut-off day for bookkeeping and wages earned beyond that date will be 
remitted during the next pay period.  If the payday falls on a holiday, payment will be dated on 
the last working day before the holiday. 
 
Under no circumstances will a paycheck be written for an employee in advance of the 
established pay date for a given pay period. 
 

7.5 Time Reporting 
 
Time reporting utilizes a timecard and log system.  Timecards are not to be removed from the 
office.   
 
Each nonexempt employee is required to use their timecard to keep a record of all hours worked 
and all hours not worked such as vacation leave, sick leave, etc. for the purpose of calculating 
and issuing pay checks.  These timecards must be certified by the Transit Director(s) or an 
individual authorized by the Transit Director(s).  Intentional falsification of time cards may result 
in disciplinary action, up to and including termination. 
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7.6 Payroll Deductions 
 
CTWSI is required to withhold Federal Income Tax and Social Security (FICA) from each 
employee’s paycheck.  Other deductions include contributions to the health insurance and other 
withholdings required by law or pre-selected by the employee. 

 
Upon receipt of a court ordered garnishment of an employee's wages, CTWSI is legally bound to 
withhold in accordance with the court order. We will, however, honor any applicable federal and 
state guidelines that protect a certain amount of an employee's income from being subject to 
garnishment. 
 

7.7 Wages 
 
Employees shall be paid at a rate no lower than the minimum hourly rate established by Federal 
or State law, whichever is higher.  Employees’ salaries will be determined by the Transit 
Director(s) with consideration of past performance measures. Changes in pay due to promotion, 
demotion, re-assignment and within-grade transfer will be effective at the beginning of the pay 
period following the date of the move or the action.  
 

7.7.1 Wage Increases 
 
Wage increases will be based upon employee merit and availability of funds. Increases are also 
at the discretion of the Transit Director(s) at the beginning of the new Fiscal Year. 
 

7.8 Job Description 
 
CTWSI job descriptions will identify the typical duties and responsibilities, the minimum 
qualifications required to obtain the position, any pertinent certifications necessary, as well as 
detailed information on mental and physical attributes, which are required or suggested for the 
position.  
 

7.9 Overtime 
 
All personnel with the exception of exempt personnel are covered by the Fair Labors Standards 
Act (FLSA).  Under FLSA, personnel not exempted by reason of assignment of duties and salary 
level must be paid time and one half (1 ½) for overtime in excess of 40 hours in any work week.  
Employees covered by the overtime provision of FLSA shall not work more than 40 hours per 
week unless pre-approved by the Transit Director(s).  Unauthorized overtime will be subject to 
disciplinary action.  Hours paid but not worked such as holidays, vacation leave, sick leave, 
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administrative leave, etc. are not computed for the calculation of overtime.  An employee has to 
physically work for the hours to be calculated for overtime purposes. 
 

7.10 Exempt Employees 
 
An exempt employee, as defined in FLSA, will be charged with either sick or vacation leave 
when they are absent from work for two or more hours in a regularly scheduled workday. If 
required to work on a Saturday or Sunday, the employee may take a day off during that same 
workweek.  
 

7.11 Expense Reimbursement 
  
It is the policy of CTWSI to control and process all travel expenses.  No employee shall be 
reimbursed for expenses incurred in going to and from work.  Employees may be reimbursed for 
travel on official business in accordance with the budget. 
 

7.11.1 Authorization 
 
All CTWSI payments for travel by employees must be authorized in advance and must be 
supported by properly approved invoices, if applicable.  Employees may be reimbursed for travel 
on official business in accordance with the budget.  CTWSI utilizes the State of South Dakota 
reimbursement guidelines. 
 

7.11.2 Travel Accommodations 
 
Less than first-class travel accommodations shall be used in all instances except when: 
 
  A.  These accommodations do not exist or are not available within a reasonable time. 
  B.  Less than first-class would result in higher overall cost because of required routing, 
        time urgency, baggage differential or other factors. 
  C.  Physical condition of the traveler or other extenuating circumstances requires the use 
        of first-class travel accommodations. 
 
An explanation of the reasons for traveling first-class must be shown as memorandum 
information submitted with the travel expense statement. 
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7.11.3 Travel Reimbursement 
 
Mileage reimbursement is as follows: 
 

A. Employees shall be reimbursed in accordance with established State or other guidelines 
for use of private automobiles used on official business. 

B. Use of privately-owned automobiles for official travel must be approved by the Transit 
Director(s). 

C. At any time when it is cheaper and more convenient to use transit/commercial 
transportation, the employee has a choice of using his private vehicle or the CTWSI 
vehicle/commercial carrier but will be reimbursed at the lower rate.  CTWSI will 
determine the most cost-effective method of transportation and will reimburse the 
employee for time, meals and transportation costs, based upon that determination. 

D. Employees must submit the proper travel voucher for reimbursement of travel on office 
business. 

 

7.11.4 Per Diem and Pay Advances 
 
Work assignments may take employees away from his/her home base at mealtime or overnight.  
Employees shall consult with the Transit Director(s) prior to trips to ensure that necessary 
procedures are followed.  Travel advances will be paid in accordance with established policies.  
No travel advances are permitted for local travel. 
 

7.11.5 Travel Guidelines – In or Out of Area 
 
“In Transit Area” is defined as any travel within defined service area and “Out of Transit Area” 
is defined as any travel outside of defined service area. 
 
When traveling outside of the CTWSI area, employees will be compensated according to Transit 
travel rates for mileage, lodging, meals, etc.  When traveling within the CTWSI Area, employees 
will be compensated for mileage only, unless overnight travel is required.  Meals, lodging, etc., 
will then be allowable.  If an employee elects to drive rather than fly, mileage will not be 
reimbursed more than the cost of an airline ticket for the same distance. 
 

A. In-CTWSI Area – Travel expenses are generally related to the use of private automobiles.  
If an individual for business purposes is using a personal automobile, that individual, if 
authorized, may claim reimbursement on a mileage basis.  The required travel form 
claiming mileage reimbursement is submitted as of the last day of each month and is due 
in the Transit Director(s)’s office by the fifth of the following month.  Mileage cannot be 
accumulated month after month, as it is necessary to report the related expenses in the 
financial statements for the month in which the expenses were actually incurred.  Failure 
to comply with this schedule may result in the disallowance of travel reimbursement at 
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the discretion of management.  Contact the Transit Director(s) to obtain the appropriate 
vouchers, statements and forms that will need to be completed. 
 

B. Out of CTWSI Area – All out of defined service area travel requires management 
approval prior to the trip.  The submission of a travel request provides management with 
the necessary information to determine whether or not the trip is justified in      
accordance with the organization’s goals and objectives, as well as funding source      
rules and regulations.  The travel request also provides for requesting a travel advance if 
needed in order to make the trip. When exact itinerary and cost information is unknown, 
travel advances should be based upon prudent estimates. Travel expense statements with 
attachments must be received by the Transit Director(s) within ten (10) days of return.  
Failure to submit within the ten (10) days may result in a loss of eligibility to receive 
authorized travel reimbursement.  The Transit Director may be contacted for the 
appropriate voucher, statement or form to complete for reimbursement. 

 

7.11.6 Meal and Fuel Reimbursement 
 
Drivers who travel out of CTWSI area will be given a travel card for fuel, whenever possible. 
Receipts must be submitted to the Transit Director(s) for any purchases made on the travel card 
within one week of travel. If a card is not provided for fuel, discuss with the Transit Director(s) 
prior to travel to verify how these items should be handled. If a personal card is used for fuel, a 
receipt must be turned in to the Transit Director(s) for reimbursement consideration. 
Reimbursement for meals will be handled monthly by completing the “CTWSI Per Diem 
Request Voucher” and submitting to your designated office personnel. Reimbursement will take 
place by issuing a paper check. Vouchers must be submitted by the 5th working day of the month 
following the trip date(s). Failure to submit vouchers by the 5th of the month for the prior 
month’s trip(s) may result in forfeit of payment. Note that meal expense is based on the per diem 
rate for the State of South Dakota. The per diem rate for approval for in-state and out of state 
travel shall be set at the State of South Dakota current rates. 
 
The schedule for computation of the meal allowances is as follows: 
 
  Breakfast:  Leave before 5:30 a.m., return after 8:00 a.m. 
  Lunch:  Leave before 11:30 a.m., return after 2:00 p.m.  
  Dinner:  Leave before 5:30 p.m., return after 8:00 p.m. 
 

7.11.7 Lodging Reimbursement 
 
When a CTWSI employee is traveling on approved or requested transit business, the following 
guidelines will apply: 
 
  A.  When a workshop or convention is scheduled at a particular hotel or motel, the 
        room rate of that lodging site will be allowed.  If the site is giving special rates for 
        the particular meeting, that rate will be allowed. 
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  B.  For routine travel not specifically related to conventions or workshops, the most 
        reasonable rate of reputable lodging facilities in the area or town will be allowed. 
       Taxi and other related costs may be reimbursed. 
     

7.11.8 Receipts Needed 
 
CTWSI requires actual receipts; photocopies are not acceptable of the following:   
  A.  Lodging receipts 
  B.  Airline ticket stub 
  C.  Rental car receipt 
  D.  Taxi if over $5.00 for a one-way ride 
  E.  Airport parking receipt 
  F.  Car parking receipt 
 

7.11.9 Bonus/Hazard Pay 
 
Employees of CTWSI may be eligible for lump sum bonus payments when any or all of the 
following conditions are met. Adequate funds are available, no cost of living pay increases are 
given or when exemplary performance by individuals or organization is evident. Said 
Bonus/Hazard Pay shall be determined by Co-Executive Director(s) and approved by the Board 
of Directors prior to payment being issued. The amount of said Bonus/Hazard Pay may be based 
on seniority, level of position, duties performed, responsibilities, and/or percentage of gross 
annual income. 
 

7.12 Out of Town Trip Cancellations 
When a CTWSI employee is scheduled to transport a passenger for a out-of-town trip and the 
trip is cancelled the same day by the passenger, or they fail to show for the trip, the employee 
will be reimbursed for half of the scheduled trip time, up to a maximum of 4 hours per day.  
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Policy Eight – Benefits  
 

8.0 Insurance, Retirement and Workers Compensation 
 
The benefits that follow are those offered by CTWSI.  Please refer to the necessary employee 
classification, as some or most of the benefits are afforded to the respective individual employee 
classification.  Full details of the group insurance plan can be obtained from the Transit 
Director(s).   
 

8.0.1 Health Insurance 
  
Full-time Regular employees are eligible for health insurance benefits the first day of the month 
after 60 days of employment.  Employees will pay 20% of the cost of their monthly premium, 
with the balance being paid by CTWSI. Part-time Regular Employees and Seasonal/Temporary 
employees are not eligible for health insurance benefits. 
 
Employees may choose to opt out of health coverage provided by CTWSI.  Employees who opt 
out will not be reimbursed monetarily for his/her portion of the health coverage premium.  
CTWSI assumes no liability or responsibility for the adequacy or inadequacy of the insurance 
coverage or other medical bills or expenses not otherwise covered by this plan. 
 
 
To comply with the Patient Protection and Affordable Care Act (PPACA), CTWSI will conduct 
an annual measurement period in January-February of each year. During this time, employee 
records for the prior twelve (12) months will be reviewed to determine if they averaged 30 hours 
per week or more. If so, the employee will be offered health insurance for the following twelve 
(12) month period. If the employee elects the health insurance coverage, the employee will pay 
20% of the cost of their monthly premium, with the balance being paid by CTWSI. 
  

8.0.2 Extended Health Coverage 
 
In the event of a Full-time Regular employee’s termination of employment (except for gross 
misconduct or reduction of hours), the employee, spouse, and dependent children are entitled by 
law to purchase continuing health care coverage under CTWSI’s group plan for up to 18 months.  
If the employee or any family member is disabled, the disabled individual and non-disabled 
family members are entitled to an additional 11 months of continuation coverage.  In the event of 
an employee’s death, divorce, or legal separation, or a retiree losing coverage under CTWSI’s 
group plan, the spouse and dependent children of the employee or retiree have the option of 
purchasing continuing coverage under CTWSI’s group health plan for up to 36 months. 
Employees or qualified beneficiaries electing extended coverage (COBRA) are responsible for 
paying the cost of the extended health care coverage.  The purchase price of continuing coverage 



 
 

July 31, 2023 *Revised 1/31/25*  Page 47 of 78 
 

is the full cost of the premium CTWSI pays for similarly situated active employees, plus 
administrative costs.  During the 11 months of extended coverage for disabled employees or 
his/her family members, the cost of the premium rate may increase.  By enrolling in the Health 
Care Continuation Plan (COBRA), employees and his/her family members receive the benefit of 
purchasing the same extensive coverage provided to active employees at favorable group rates. 
 
This continuing coverage terminates before the expiration of the 18, 29, or 36-month period if 
the employee or qualifying family members become covered under another group health plan 
that provides comparable benefits and does not penalize the newly covered individual(s) for 
preexisting conditions.  CTWSI’s continuing coverage also terminates if premiums are not paid 
on time or if CTWSI discontinues all of its group health plans for all employees. 
 
In order for CTWSI to meet its legal obligations in providing continuing health care coverage, all 
employees must inform the Transit Director(s) within 60 days of a change in status such as 
divorce or legal separation or when a dependent child reaches policy age limit.  It also is 
essential that the Transit Director(s) have a current address for all employees and family 
members.  This policy statement is a brief description of the Health Care Continuation Plan and 
does not fully explain employees’ rights.  Employees should read the notice he/she receives 
when he/she first enrolls in the group health plan or the Summary Plan Description for a full 
explanation.  Copies of the notice and Summary Plan Description can be obtained from the 
Transit Director(s). 
 

8.0.3 Supplemental Insurance 
  
There are supplemental insurance policies available for the employee. If the employee elects to 
enroll in these supplemental policies, the employee is responsible for the entire cost of the 
premium. Premiums can be paid for through payroll deductions.  
 
 

8.0.4 Worker’s Compensation Insurance 
 
All employees of CTWSI are insured in compliance with the workers compensation laws of 
South Dakota.  There are well defined provisions that must be met to ensure that employees 
qualify for workers’ compensation benefits.  Detailed information is available on the South 
Dakota Department of Labor website. 
 
When an employee is injured or contracts an occupational disease on the job, the employee must 
report it as soon as possible.  Within three business days of occurrence, the employee must 
complete the First Report of Injury form outlining the circumstance of the injury or disease to the 
Transit Director(s) and/or supervisor responsible for filing the Employer's First Report of Injury.  
The Transit Director(s) must submit the First Report of Injury form to CTWSI's worker's 
compensation insurance carrier within seven days, excluding Sundays and holidays. 
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The employee must take the Medical Statement of Ability to Work form to the medical provider 
of their choice if they choose to seek medical attention.  The supervisor should be notified, if 
possible, before the employee leaves for treatment.  Information needs to be filled out by the 
medical provider such as treatment recommendations, return to work information, restrictions, 
and next appointment date, etc. and returned to the CTWSI office.  Each time medical treatment 
is provided or consultation by a new medical provider is provided, another blank form must be 
completed by the medical provider and returned back to CTWSI. 
 
In the event of an injury that requires immediate medical attention, the employee may take time 
from work to seek medical attention and be paid for that time.  After care has been received, the 
employee will return to work unless directed by medical personnel to go home.  In that case, the 
employee will call their supervisor and notify them.  If the employee is unable to work because 
of a work-related injury for a period of at least seven consecutive calendar days, he/she is 
entitled to temporary total disability benefits.  The benefit is computed at two-thirds of the 
employee's average weekly wage up to a state maximum allowed by State law per week.  The 
benefits continue until the employee is released by the doctor to return to work in a full or partial 
capacity or until it is determined that the employee's condition has reached a point of maximum 
medical improvement.  With Transit Director(s) approval, employees who have available 
vacation leave time may use it to supplement their pay and offset the one-third (1/3) not provided 
through worker's compensation benefits.  Under no circumstance will an employee's available 
vacation leave be reduced to fewer than ten (10) hours when being used to offset the differential 
from their total temporary disability benefits. 
 
CTWSI is committed to providing modified work, when possible, for employees who have been 
restricted by a medical provider due to a work-related injury or illness.  Such work will be 
provided subject to availability.  Work will be assigned due to the nature of the injury or illness 
and the limitations set forth by the treating medical provider.  Failure to the employee to accept 
the employment, puts he/she at risk of loss of some or all of the workers' compensation benefits. 
 
If an employee is released to part-time or modified work and is earning less than what he/she 
was earning at the time of the injury, the employee may be entitled to temporary partial disability 
benefits.  Temporary partial disability benefits are calculated as half the difference between the 
average amount the employee was earning before the injury and the average amount the 
employee is earning or is able to earn in some suitable employment after the injury.  The total 
compensation for earnings and workers' compensation benefits may not be less than the amount 
received for temporary total disability, unless the employee refuses suitable employment.  When 
CTWSI is unable to accommodate an employee's light-duty restrictions and does not offer work 
to the employee, he/she will still receive temporary partial disability benefits, but at a rate equal 
to the amount received for temporary total disability. 
 
 Employees on temporary modified duty must furnish a written update of their medical condition 
to the Transit Director(s) from the treating medical provider after each visit in order to remain in 
the reassigned job.  Employees who decline temporary modified duty could be considered to 
have resigned their employment. 
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The workers’ compensation insurer will investigate any/all reported claims.  The workers’ 
compensation insurer may deny any claim when the facts cannot be verified.  There are 
provisions for an employee/employer to dispute a claim by mediation or administrative hearing. 
 
In the event a CTWSI employee encounters an open and obvious danger at the work site, he/she 
may refuse to work at such site until such time as proper safety measures and/or tools are 
available.  Any safety condition known to them must be reported immediately to the Transit 
Director(s). 
 

8.1 Vacation Leave  
 
All Full-Time Regular employees are eligible for Vacation Leave.  Part-time Regular and 
Seasonal/Temporary employees are not eligible for Vacation Leave. 
 
Full-time Regular employees shall accrue Vacation Leave at a rate according to the following 
schedule:  
 

Years of Service Vacation Leave Earned per Hours Worked 
0-2 .0385 hours earned/hours worked  

(80 hours/year for 2080 hours worked) 
3-7 .0577 hours earned/hours worked 

(120 hours/year for 2080 hours worked) 
8 years + .0769 hours earned/hours worked 

(160 hours/year for 2080 hours worked) 
 
  
The Transit Director(s) shall accrue Vacation Leave at a rate according to the following 
schedule:  
 

Years of Service Vacation Leave Earned per Pay Period 
0-4 4.615 hours earned/pay period  

(3 weeks/year) 
5-10 6.154 hours earned/pay period  

(4 weeks/year) 
11-15 7.692 hours earned/pay period 

(5 weeks/year) 
16 years + 9.231 hours earned/pay period 

(6 weeks/year) 
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8.1.1 Administrative Guidelines  
    

A. Accruing Vacation Leave: Accrual of Vacation Leave begins on the first date of 
employment; however, Full-time Regular employees are not allowed to use any Vacation 
Leave until three (3) months following employment. Leave shall be earned and credited 
to employees at the rate defined above, provided all other necessary provisions of this 
article have been met. The accrual date for leave is based on the anniversary year of hire. 
Leave is earned based on hours worked and therefore, is not earned on holiday, vacation, 
or sick hours. 
 

B. Scheduling of Vacation Leave: Vacation Leave must be scheduled with the Transit 
Director(s) at the earliest possible time prior to the use of such leave.  CTWSI reserves 
the right to disapprove requested time for Vacation Leave for the purposes of maintaining 
the workforce.  However, CTWSI will make every effort to accommodate employee’s 
requests for time off.  Leave days will be assigned on a first-come request basis without 
regard to length of service at CTWSI. 
 

C. Maximum Vacation Leave Accumulation: A Full-Time Regular employee may 
accumulate up to 6 weeks (240 hours) of Vacation Leave.  Once you are at the maximum 
allowed balance, you will no longer accrue additional Vacation Leave. When you drop 
below this maximum amount your normal Vacation Leave accrual rate will resume. 
 

D. Termination of Employment: Employees who resign or retire with a two-week notice 
and have perfect attendance and satisfactory performance during that two-week (10 
working days) period, will be paid for all unused and accrued vacation leave. In 
circumstances where an employee is eligible for payment of accrued and unused vacation 
leave, payment for such vacation leave will be issued via a separate payroll check. A 
terminating employee must work the entire time designated by their notice without 
utilizing vacation or sick leave unless use of leave is approved, in advance, by the Transit 
Director(s). Unapproved use of vacation or sick leave during an employee’s two-week 
notice period may result in forfeiture of any remaining vacation leave payout. 

 
Employees who voluntarily terminate their employment and do not continue their 
employment in a satisfactory manner (perfect attendance for ten working days from the 
date they submit their notice of termination), will not receive payment for accrued 
vacation leave. 

 
Employees who are terminated involuntarily for any reason are not entitled to payment 
for accrued vacation leave. 
 

E. Salary in Lieu of Vacation Leave: Full-Time Regular active employees may choose to 
take salary in lieu of Vacation leave (up to a maximum of 50 percent of accrued Vacation 
Leave).  
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F. Leave of Absence without Pay: Employees granted an unpaid leave of absence will not 
accrue any leave.  Employees must exhaust their Vacation Leave balance before being 
granted a leave with absence. 
 

G. Minimum Leave Used: Full-Time Regular employees must take Vacation Leave in no 
less than 1-hour increments.  i.e. If an employee is gone for 1 ½ hours, 2 hours of Vacation 
Leave will be charged to his/her account.   

 
H. Vacation Leave Payout: If a Full-Time Regular employee changes status from Full-Time 

to Part-Time, the employee will be paid out the balance of any available vacation hours at 
their regular hourly rate of pay. 
 

I. Full-Time Regular employees must maintain 35 average hours per week to maintain 
benefits. Vacation leave hours must be used to bring hours worked up to the 35 if actual 
work hours fall below 35.  The employee may use up to 40 hours per week of a 
combination of Vacation Leave and actual work hours.  When an employee is gone the full 
workday, 8 hours of Vacation Leave must be taken.   

 
 

8.2 Sick Leave 
 
Full-time Regular Employees shall accrue Sick Leave at a rate of .04615 hours per hour worked. 
Part-time Regular and Seasonal/Temporary employees are not eligible for Sick Leave. 
 
 

8.2.1 Administrative Guidelines 
 

A. Accruing Sick Leave: Sick leave benefits shall be paid at the employee’s regular rate of 
pay at the time the leave is taken.  All employees shall use sick leave in relation to daily 
hours worked.  The minimum charge to sick leave is one (1) hour. Leave is earned based 
on hours worked and therefore, is not earned on holiday, vacation, or sick hours. 
 

B. Using Sick Leave: Full-time Regular employees may take their accrued sick leave at any 
time after beginning employment.  Sick leave shall be granted (at Director(s) and/or 
Assistant Director discretion) for illness or disability of the employee or an employee's 
family member.  For the purposes of this article, “family member” shall be deemed to 
mean an employee's spouse, child, stepchild, parent, stepparent and/or assigned ward or 
legal guardianship of the employee.  Sick leave may also be granted when an employee's 
family member is seriously ill, has a contagious illness and requires the specific care and 
attendance of the employee.  Sick leave may be taken for medical, dental or optical 
examinations or treatment of the employee or the employee's family member.   
 
An employee absent from work due to illness or disability shall notify the Transit 
Director(s) within 2 hours of his/her scheduled shift, or as soon as possible.  If an 
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emergency situation exists, the employee shall indicate the nature of the situation and the 
expected length of absence to the Transit Director(s).  If an employee is absent two (2) 
consecutive days without proper notification, he/she will be considered to have 
voluntarily resigned his/her position.  After three (3) consecutive sick days, doctor 
approval may be necessary prior to an employee’s return to work.  However, the Transit 
Director(s) may request a physician’s approval at any time.  Any employee found to have 
abused his/her sick leave privileges may be subject to disciplinary action. 
 

C.  Maximum Sick Leave Accumulation: A Full-Time Regular employee may accumulate 
up to 9 weeks (360 hours) of Sick Leave.  Once you are at the maximum allowed 
balance, you will no longer accrue additional Sick Leave. When you drop below this 
maximum amount your normal Sick Leave accrual rate will resume. 
 

C. Workers Compensation: In cases of absence due to illness or injury for which Workers 
Compensation time-loss benefits are received, the employee may elect to use his/her sick 
leave to equal employee’s total wage.  However, the total payment shall not exceed the 
employee’s regular pay. 
 

D. Donated Sick Leave (Revised 11/9/22): In the event that an employee must be absent 
from work due to catastrophic illness of themselves or a family member living in the 
household, and they have used all accumulated sick leave and vacation leave, other 
employees may donate banked sick leave hours or vacation leave hours to that person 
with the approval of the Transit Director(s). Donated hours will be paid at the rate of the 
sick leave earned by the donating employee.  No employee may donate more than 40 
hours of sick leave at any one time. Vacation leave hours which are donated to another 
employee must be considered sick leave hours when received. While using donated sick 
leave, employees do not accrue annual or sick leave. Any unused donated sick leave 
remaining to a leave recipient's credit on termination of the medical emergency must be 
restored to the sick leave accounts of the donors. 
 
Employees who would like to request donated sick leave hours or vacation leave hours 
are required to complete a Voluntary Leave Donation for Medical Emergencies Request 
Form (see Addendum C) and submit it to the Transit Director(s) for approval.  

Employees who are donating sick leave hours or vacation leave hours must complete the 
Voluntary Leave Donation for Medical Emergencies Authorization (see Addendum D) 
and turn in the completed form to the Transit Director(s). 

Nothing in this policy will be construed to limit or extend the maximum allowable 
absence under the Family and Medical Leave Act.   
 

E. Termination of Employment: Upon termination of employment by either party, an 
employee will not be paid for accumulated sick leave. 
 

F. Sick Leave Payout: If a Full-Time Regular employee changes status from Full-Time to 
Part-Time, the employee will forfeit any accumulated sick leave and will not be paid out 
the balance. 
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8.3 Flex time policy  
 

CTWSI recognizes that it may be necessary for employees to be absent from work for 
short periods of time for personal reasons, including, but not limited to doctor’s 
appointments, dentist appointments, children’s school or daycare functions, driver’s 
license renewal, illness, etc. In these situations, CTWSI offers flex time to employees to 
allow them to adjust their “normal” schedule to accommodate short-term absences 
needed from work for appointments which cannot be scheduled outside of normal 
working hours, or for short term illness. Flex time is limited to two (2) times per month 
and up to four (4) hours per occurrence. Whenever possible, flex time should be made up 
within the same week the flex time is taken. Flex time requests should be submitted 
following the same procedure as other absences from work. Flex time is a privilege and 
requests may be denied based on staffing needs, customer obligations, etc.  

 

8.4 Reasonable Accommodations for Pregnant Workers Policy 
 

8.41 Purpose: As required by the federal Pregnant Workers Fairness Act (PWFA), CTWSI 
will provide reasonable accommodations to employees and applicants with limitations related 
to pregnancy, childbirth or related medical conditions, unless the accommodation will cause 
undue hardship to CTWSI’s operations. 

 

8.42 Policy: An employee or applicant may request an accommodation due to pregnancy, 
childbirth or a related medical condition by submitting the request in writing to the Transit 
Director(s) or Human Resources. The accommodation request should include an explanation 
of the pregnancy-related limitations, the accommodation needed and any alternative 
accommodation(s) that might be reasonable. Depending on the nature of the accommodation, 
the individual may be requested to submit a statement from a health care provider 
substantiating the need for the accommodation. 

Upon receipt of a request for accommodation, the Transit Director(s) or Human Resources 
will contact the employee or applicant to discuss the request and determine if an 
accommodation is reasonable and can be provided without significant difficulty or expense, 
i.e., undue hardship.  

While the reasonableness of each accommodation request will be individually assessed, 
possible accommodations include allowing the individual to: 

• Sit while working. 
• Drink water during the workday. 
• Receive closer-in parking. 
• Have flexible hours. 
• Receive appropriately sized uniforms and safety apparel. 
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• Receive additional break time to use the bathroom, eat and rest. 
• Take time off to recover from childbirth. 
• Be excused from strenuous activities and/or activities that involve exposure to 

compounds deemed unsafe during pregnancy.  

An employee may request paid or unpaid leave as a reasonable accommodation under this 
policy; however, CTWSI will not require an employee to take time off if another reasonable 
accommodation can be provided that will allow the employee to continue to work. 

CTWSI prohibits any retaliation, harassment or adverse action due to an individual’s request 
for an accommodation under this policy or for reporting or participating in an investigation of 
unlawful discrimination under this policy. 

 

8.5 Family and Medical Leave 
 
The Family and Medical Leave Act (FMLA) of 1993 provides eligible employees with up to 12 
weeks of unpaid, job-protected family and medical leave each year for certain family and 
medical reasons or up to 26 weeks for a family caregiver of an injured or ill service member.  
Employees are eligible if they have worked for at least one year and for 1250 hours over the 
previous 12 months.  It can be taken either in one continuous absence or on an intermittent basis, 
for one or more of the following reasons: 
 

A. For incapacity due to pregnancy, prenatal medical care or childbirth, to care for the   
employee's child after birth, or placement for adoption or foster care (this leave must 
conclude within 12 months of the birth or placement); 

B. To care for the employee's spouse, son or daughter (who is under eighteen years old, 
unless the son or daughter is not capable of self-care due to mental or physical disability), 
or parent, who has a serious health condition; 

C. For a serious health condition that makes the employee unable to perform the employee's 
job; 

D. For a qualifying exigency arising out of the fact that a covered military member (a 
spouse, son, daughter or parent) is on active duty or called to active duty status in support 
of a contingency operation (e.g. of reasons for leave:  short-notice deployment, military 
events and related activities, childcare and school activities, financial and legal 
arrangements, counseling, rest and recuperation, post-deployment activities); or 

E. To care for a family member (spouse, son, daughter, parent or next of kin) who incurred a 
serious injury/illness as a result of active military service (up to 26 weeks combined 
FMLA leave in a single 12-month period.) 

 
If the employee is entitled to paid annual or sick leave, the employee must use accrued leave 
during the 12-week leave required by law.  Accrued sick leave will be used first when FMLA 
involves personal illness or disability of the employee or for serious/contagious illnesses of a 
family member living in the employee's household.  After sick leave has been exhausted, 
vacation leave will be used and then leave without pay will be used all of which will count 
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towards the 12 weeks.  8.3 A. must need to be concluded within 12 months after birth or 
placement. 
 

8.5.1 Definitions 
 
    A.  Child – An adopted child, a foster child, step-child, ward of person who is under 
          age or is over age 18 but incapable of self-care because of a mental or physical  
          disability and of whom the employee has custody. 
    B.  12 Month Period – The 12-month period is defined as a rolling 12-month period 
          measured forward from the date an employee uses any FMLA leave. 
    C.  Serious Health Condition – An illness, injury, impairment, or physical or mental 
          condition that involves either an overnight stay in a medical care facility, or 
          continuing treatment by a health care provider for a condition that either prevents  
          the employee from performing the functions of the employee's job, or prevents the 
          qualified family member from participating in school or other daily activities. 
    D.  Health Care Provider – A doctor of medicine or osteopathy who is authorized to 
          practice medicine or surgery by the State of South Dakota or any person 
          determined by the U.S. Secretary of Labor to be capable of providing health care  
          services.  
    E.  Intermittent Leave – Leave that occurs in blocks of time, or a reduction of the 
          normal weekly or daily work schedule. 
 
 

8.5.2 Notice of Absence 
 
Employees must provide thirty (30) days advance notice of the need to take FMLA when the 
need is foreseeable.  When 30 days’ notice is not possible, the employee must provide notice as 
soon as practicable and generally must comply with an employer's normal call-in procedures. 
 
Employees must provide sufficient information for the employer to determine if the leave may 
qualify for FMLA protection and the anticipated timing and duration of the leave.  Sufficient 
information may include that the employee is unable to perform job functions, the family 
member is unable to perform daily activities, the need for hospitalization or continuing treatment 
by a health care provider, or circumstances supporting the need for military family leave.  
Employees also must inform the employer if the requested leave is for a reason for which FMLA 
leave was previously taken or certified.  Employees also may be required to provide a 
certification and periodic recertification supporting the need for leave. 
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8.5.3 Health Certification 
 
Requests for leave due to a serious medical condition of the employee or member of the 
employee's family shall be verified by the certification of a health care provider which 
certification shall contain the following: 
 
    A.  The date when the serious health condition began; 
    B.  The probable duration of the condition; 
    C.  The appropriate medical facts within the knowledge of the health care provider 
          regarding the condition; 
    D.  If the leave is due to the employee's serious health condition, the certificate must 
          include a statement that the employee is unable to perform the functions of his/her  
          job; 
    E.  If planned medical treatment is the reason for the leave and employee wants 
          intermittent leave or leave on a reduced time schedule, the date when the treatment 
          begins and the estimated duration of the treatment; and 
    F.  If the leave request is necessitated by a serious medical condition of the employee 
         or the employee's child, spouse or parent, the certificate shall state that there is a 
         medical necessity for the leave and an estimate of how long the leave will be. 
 
The employee may be required to obtain a second opinion at the employer's cost from a second 
health care provider of the employer's choice.  If the second opinion conflicts with the first 
opinion, the employer may request a third opinion at the employer's cost.  The employer and the 
employee must jointly agree on the person providing the third opinion.  The third opinion will be 
final and binding. 
 

8.5.4 Intermittent Leave 
 
FMLA leave may be taken intermittently whenever it is medically necessary to care for a 
seriously ill family member or because the employee is seriously ill and unable to work.  For the 
birth or placement of a child, the Transit Director(s) must approve intermittent leave.  If an 
exempt employee needs to work at a reduced leave schedule under FMLA, CTWSI may deduct 
from the employee's salary any partial day absences for any hours taken as intermittent or 
reduced schedule FMLA leave without causing the loss of exempt status. 
 

8.5.5 Effect on Pay and Benefits 
 
During the term of unpaid FMLA leave, no pay or other benefits shall accrue, with the exception 
of any group health benefits to include, life insurance, workers compensation, that were in effect 
at the time of commencement of such leave or new group health benefits which are provided by 
the employee during the FMLA leave.  Group health insurance shall be continued in force for the 
duration of family or medical leave and CTWSI shall continue to pay that portion of benefits 
normally paid by the employer.  The employee shall be responsible for the payment of any 
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premiums he/she normally pays through payroll deductions.  Such payments must be made by 
mail or in person to reach the Transit Director(s) no later than the last working day of the month 
prior to the next following month of insurance coverage.  Employees may choose to opt out of 
the insurance and can be reinstated upon the employee's return to work provided he/she enrolls 
within 30 days of return to work. 
 
During the term of paid FMLA leave (with the exception of using donated sick leave benefits as 
defined in section 8.2.E,) employees shall accrue annual and sick leave.  Employee health 
insurance benefits to include life insurance, workers compensation, shall continue to be in effect 
with or without pay.  CTWSI shall continue to pay their portion of benefits normally paid by the 
employer.  The employee shall be responsible for payment of any premiums he/she normally 
pays through payroll deductions.  Such payments must be made by mail or in person to reach the 
Transit Director(s) no later than the last working day of the month prior to the next following 
month of insurance coverage.  Employees may choose to opt out of the insurance and can be 
reinstated upon the employee's return to work provided he/she enrolls within 30 days of return to 
work. 
 

8.5.6 Spouses Employed at CTWSI 
 
Spouses employed by CTWSI are jointly entitled to a combined total of 12 work weeks of family 
leave for the birth or placement of a child for adoption or foster care, and to care for a child or 
parent (but not “parent-in-law”) who has a serious health condition.  CTWSI may allow in the 
case of a seriously ill child or in the event the other spouse is seriously ill, 12 weeks of leave for 
each spouse at the discretion of the Transit Director(s). 
 

8.5.7 Failure to Return to Work 
 
If the employee fails to return to work after FMLA leave is exhausted, the employee may be 
subject to disciplinary action or termination due to inability to perform the essential functions of 
the job. 
 

8.5.8 Effect of Re-employment and Other Rights 
 
Upon expiration of a duly authorized absence under this section, the employee shall be reinstated 
to the same position held at the time such leave commenced or an equivalent position with the 
same or increase in pay, benefits and other terms and conditions of employment.  No employee 
shall be interfered with, discriminated against, disciplined, or otherwise restrained from 
exercising his/her rights under FMLA. 
 
CTWSI will post on its premises, in conspicuous places a notice explaining the provisions of 
FMLA. 
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FMLA does not affect any other federal or state law, which prohibits discrimination.  It does not 
supersede any state or local law which provides greater family or medical leave protection. 
 
 

8.5.9 Key Employee Status 
 
Under specified and limited circumstances, the Personnel Committee of the Board of Directors 
of CTWSI may refuse to reinstate certain highly paid “key” employees after using FMLA.  In 
order to do so, CTWSI will notify the employee of his/her status as a “key” employee in 
response to the employee's notice of intent to take FMLA leave; notify the employee by certified 
mail (return receipt requested) as soon as the employer decides to deny job restoration and 
explain the reasons for the decision; and offer the employee a period of two weeks from the time 
of notification to return to work from FMLA after giving this notice. 
 
A “key” employee is an exempt, salaried “eligible” employee who is among the highest paid ten 
percent of employees within CTWSI. 
 

8.6 Leave of Absence without Pay 
 
An employee, upon application in writing, may be granted by the Transit Director(s), leave 
without pay for a period up to twelve (12) calendar weeks.  Such leave may be extended by the 
Transit Director(s) upon written application, but no leave without pay shall exceed one (l) year.  
An employee shall utilize all possible types of leave accumulated or available as listed in this 
manual when circumstances prevent them from being on the job.  However, the Transit 
Director(s) may, upon request of the employee, grant leave without pay before all types of 
accumulated leave are used if, in the opinion of the Transit Director(s), leave without pay is 
beneficial to CTWSI and the employee. 
 
Allowing leave without pay does not guarantee that the same position will be open upon return.  
However, CTWSI will try to place workers in a comparable position if one is open at the time of 
return. 
 
Leave without pay may be granted for the following reasons: 
 

A. Physical disability of the employee; 
B. The employee's entering upon a course of training or study for the purpose of improving 

the quality of his/her service to CTWSI or for   the purpose of fitting the employee for 
promotion; or 

C. Extraordinary situations sufficient in the opinion of the Transit Director(s) to     warrant 
such leave without pay. 

 
Any employee on a leave without pay shall not accrue any annual or sick leave and any 
employee on an unpaid leave that goes over three of his/her normal workweeks shall not be 



 
 

July 31, 2023 *Revised 1/31/25*  Page 59 of 78 
 

entitled to any insurance benefits therefore, health and life insurance premiums, as applicable, 
will be the responsibility of the employee when on leave without pay for a period longer than 
three weeks.  An exception would be in the case of approved FMLA leave. 
 

8.7 Jury Duty  
 
Each employee of CTWSI who is under proper summons as a juror or prospective juror may 
receive the difference between the fees received as juror and the employee's regular wage (if jury 
fees are less than the regular rate), or may turn the juror fee check over to CTWSI and be paid at 
the normal wage.  An employee called for jury service is expected to work full time when not 
actually in court or doing something in connection with such service.  Any employee reporting 
for jury duty must indicate “Jury Duty” on the time sheet for the time taken for this cause. 
 
Employees will be paid by CTWSI for time taken for court appearances in cases in which he/she 
is personally subpoenaed, he/she will not be paid to appear on a voluntary basis.  This time may 
be taken as vacation leave or unpaid leave.  Employees will be paid by CTWSI if they are 
subpoenaed to appear in court on a matter involving CTWSI. 
 

8.8 Voting Time 
 
CTWSI employee's whose work schedule does not enable time to vote during the times the polls 
are open shall be allowed up to two (2) consecutive hours to vote.  Such time shall be treated as 
regular work time for the purpose of pay and accrual of leaves. 
 

8.9 Military Reserve 
 
     A.  Military Active Duty – Employees serving in the Military Reserve, National 
          Guard, or Naval Militia will be granted an unpaid leave of absence when they are 
          called out for active service.  There will be no loss of seniority for purposes of rate  
          of pay and leave accrual.  Employees may utilize his/her accrued vacation leave.  In  
          the event an employee loses his/her eligibility for the health insurance plan, then  
          the employee may utilize his/her COBRA (section 8.0.2) 
 
    B.  Reserve Training – Any employee required to participate in Reserve Training must 
          present a copy of the orders.  Any compensation received shall be deducted from 
          the employee's salary and the difference of the CTWSI wages and the remuneration  
          from the military shall be received by the employee or the employee may choose to 
          use vacation leave and keep the compensation. 
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8.10 Educational Leave 
 
When an employee is authorized to enroll in an educational course and if these educational 
activities are scheduled during the employee's regular hours, the employee may use vacation 
leave; use leave without pay; or arrange to trade-off education hours and other hours so as to 
make up the work hours missed.  All of these arrangements must be approved by the Transit 
Director(s). 
 

8.11 Funeral Leave 
 
A maximum of five (5) workdays will be granted, depending upon employee's circumstances, for 
bereavement of an immediate family member. An immediate family member is defined as an 
employee’s spouse, child, stepchild, parent, or stepparent. A maximum of two (2) workdays will 
be granted, depending on employee’s circumstances, for bereavement of an extended family 
member. An extended family member is defined as an employee’s grandparents, grandchildren, 
siblings, aunts/uncles, nieces/nephews, and cousins.  This is subject to the approval of the Transit 
Director(s).  Any leave beyond the provided funeral leave will be charged to vacation leave.   

8.12 Holidays  
 
CTWSI recognizes and observes the following eleven (11) holidays as paid holidays for all Full-
Time Regular employees. 
 
New Year’s Day     
Martin Luther King Jr. Day 
Presidents Day     
Good Friday 
Memorial Day      

Independence Day 
Labor Day 
Veteran’s Day 
Thanksgiving Day & day after (Thur & Fri)  
Christmas Day 

 
Allowed holiday pay shall be defined as eight (8) hours of compensation for all Full-time 
Regular employees.   All holiday pay is based on employee's regular rate of pay.  Holiday pay 
shall not be used in the computation of overtime. 
 
When a holiday falls on a Saturday, the preceding Friday is observed as a paid holiday.  When a 
holiday falls on a Sunday, the following Monday is observed as the paid holiday. 
 
 

8.12.1 Employees on Leave 
 
Full-time Regular employees on vacation leave or sick leave during a holiday will receive 
holiday pay and will not be charged for that day as vacation leave or sick leave.  
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Full-time Regular employees who are on a paid leave will be eligible for holiday pay for a 
designated holiday observed during the paid leave of absence.  An employee who is on an unpaid 
leave of absence will not be eligible for holiday pay for a designated holiday observed during the 
leave of absence. 
 
 

8.13 Career Development and Training 
CTWSI may provide employees opportunities for career development and training. Training will 
be of such a nature that it not only develops an individual's current skills, but also will give the 
individual skills, knowledge and tools to move upward to higher grade positions. 
 
A record of all formal training and career development activities as deemed pertinent by the 
Transit Director(s) must be filed in the employee's personnel file.  When CTWSI requires an 
employee to undertake training directly related to his/her job, the cost of tuition and fees will be 
paid by CTWSI.  Training and career development resources include on-the-job training, various 
state and federal training sessions, and in-house training, etc. 
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Policy Nine – Safety and Risk Management  
 

9.0 General Statement 
 
Safety will be given primary importance in planning and operating CTWSI activities in order to 
protect employees against occupational injuries and illnesses, and to protect CTWSI against 
unnecessary financial burden and reduced efficiency.  Each employee is responsible for the 
safety, well-being, and safe work conduct of themselves and those that report to or are assigned 
to him/her. 
 
To carry out this policy, CTWSI will: 
 

A. Maintain safe and healthful working conditions. 
B. Furnish, within reason, the best available mechanical safeguards and personal         

protective equipment, where in its judgment, they are needed. 
C. Insist that all employees observe established safety regulations and practices and use the 

safety equipment provided. 
 
Employees are responsible to abide by all CTWSI established policies as designed by each 
program, wear and use appropriately all personal protection equipment and to disclose to the 
Transit Director(s) any safety hazards. 
 

9.1 Building Inspection 
 
All buildings operated and occupied by CTWSI will be physically inspected in accordance with 
Federal Transportation Administration and South Dakota Dept. of Transportation requirements. 
CTWSI has developed and maintains a documented record of all facility inspections performed 
daily, weekly, monthly and annually. Any unsafe conditions will be documented, and the 
responsible party will be notified of the findings. 
 

9.2 Fleet Safety Program 
 
All CTWSI vehicles are maintained under an established maintenance schedule put forth by the 
manufacturer.   At the time of the servicing, any additional mechanical problems are noted and 
corrected.  All service is provided by a qualified on-staff mechanic or qualified service station or 
garage.  The in-house mechanic, Transit Director(s) or other designated employee is responsible 
for maintaining a service record on transit vehicles and authorizing major repairs. 
 
A Pre-employment Motor Vehicle Record (MVR) check is required on each individual who will 
be driving a CTWSI vehicle.  An annual MVR check is required on all employees who drive 
CTWSI vehicles.  More frequent checks will be performed on an individual basis if it would be 
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in the best interest of CTWSI.  MVR reports will be reviewed by the Transit Director(s) and the 
local insurance agent.  Should a pattern of inappropriate conduct be evident, the Transit 
Director(s) will be informed.  The Transit Director(s) will then discuss the MVR with the 
employee.  At this time the employee will be told of the impending loss of CTWSI vehicle 
driving privileges should this pattern continue.  In some instances, the employee's driving 
privileges can be revoked immediately.  These include convictions of major violations that 
would cause revocation or suspension of his/her Commercial Driver’s License and may result in 
CTWSI being unable to insure the employee.  Federal and/or motor carrier regulations may be 
applicable to the driver’s status. 
 
Immediate revocation can also be imposed if the pattern of violations is such that it would be in 
the best interests of CTWSI or if CTWSI's insurance coverage would be jeopardized.  
Recommendations from the agent will be followed.  When the employee's job is dependent on 
driving a CTWSI vehicle, revocation of driving privileges can result in termination of 
employment. 
 
Any accident involving a CTWSI vehicle shall be reported to the Transit Director(s) 
immediately.  The employee is also required to submit a copy of the accident report to the 
Transit Director(s) as soon as possible.  The events surrounding the accident will be discussed 
with the employee.  Any action that could have been taken to prevent the accident will also be 
discussed. 
 

9.3 Weapons Policy 
To ensure that CTWSI maintains a workplace safe and free of violence for all employees, the 
company prohibits the possession or use of dangerous weapons on company property.  

All CTWSI employees are subject to this provision, including contract workers and temporary 
employees as well as riders, visitors, and customers on CTWSI property. A license to carry the 
weapon does not supersede company policy. Any employee in violation of this policy will be 
subject to disciplinary action, up to and including termination. 

“CTWSI property” is defined as all company-owned or leased buildings and surrounding areas 
such as sidewalks, walkways, driveways, and parking lots under the company’s ownership or 
control. This policy applies to all company-owned or leased vehicles and all vehicles that come 
onto company property. 

“Dangerous weapons” include firearms, explosives, knives and other weapons that might be 
considered dangerous or that could cause harm. Employees are responsible for making sure that 
any item possessed by the employee is not prohibited by this policy. 

CTWSI reserves the right at any time and at its discretion to search all company-owned or leased 
vehicles and all vehicles, plus packages, containers, briefcases, purses, lockers, desks, enclosures 
and persons entering its property, for the purpose of determining whether any weapon is being, 
or has been, brought onto its property or premises in violation of this policy. Employees who fail 
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or refuse to promptly permit a search under this policy will be subject to discipline up to and 
including termination. 
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Policy Ten – Performance Evaluations 
 

10.0 Performance Evaluations 
 
Performance evaluations are designed to provide the employee with a record of his/her 
performance, to encourage professional growth and to promote communication between the 
supervisor and the employee.  Our goal is to conduct performance appraisals a minimum of once 
during the employee's probationary period and annually thereafter. 
 
The performance evaluations are to be structured to each employee's position.  The purpose of 
the evaluation is to commend strengths, address weaknesses, suggest ways to improve, and to 
discuss employee goals and objectives.  Evaluations will be conducted in a private meeting 
between the employee and the Transit Director(s) and/or Human Resources or other designated 
personnel.  Employees are required to sign his/her evaluation and will receive a copy if they 
desire.  Signing does not imply agreement, but that the contents have been make known or 
discussed with the employee.  CTWSI does maintain a formal performance evaluation form – see 
Addendum B. Evaluations will be written and discussed with the employee by the Transit 
Director(s) and/or Assistant Director, HR Manager or other designated personnel and be placed 
in the employee's personnel file. 

 

10.1 Evaluation Forms 
 
Using the prescribed form, our goal is to provide an annual evaluation of all employees by the 
Transit Director(s) and/or Human Resources or other designated personnel, with the exception of 
the introductory period.   
 
Formal evaluations will be rated on a 1-5 scale, as defined below: 
     
    A.  Does Not Meet  
    B.  Needs Improvement 
    C.  Meets 
    D.  Exceeds Expectations 
    E.  Exceptional 
 
Superior performance as well as any deficiencies will be documented.  Any employee may be 
evaluated at any time by the Transit Director(s) and/or Human Resources or other designated 
personnel when he/she deems an evaluation is warranted or when an evaluation is requested by 
the Board of Directors. 
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10.2 Performance Criteria 
 
An employee performance evaluation shall take into consideration all job-related factors, which 
reflect the capability of the employee to fulfill the assigned duties of the position.  These could 
include, but are not limited to: 
 

A. Ability and willingness to assume the responsibilities of the position. 
B. Ability to cooperate with other employees and the Board of Directors of CTWSI. 
C. Willingness to reflect in conduct and appearance an appropriate personal image to the 

public. 
D. The degree of knowledge or skill required to carry out job functions adequately and the 

ability to convey that knowledge to others, if necessary. 
E. The dependability, promptness and such other characteristics as contribute to the efficient 

function of CTWSI. 
 
Unsatisfactory performance could lead to further disciplinary action. 
 
CTWSI recognizes that South Dakota is an employment at-will state and the intent of the Agency 
is to maintain the employment at-will status of all employees. 
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Policy Eleven – Separation from Service  
 

11.0 General Procedures 
 
All employees who are leaving his/her job with CTWSI for any reason may be asked to 
participate in an exit evaluation.  On an employee's last day of employment, he/she is required to 
return all CTWSI property to the Transit Director(s).  Final paychecks will be issued via direct 
deposit into appropriate employee bank account on the next regular payday.  CTWSI makes 
every effort to ensure that all terminations and separations from employment are conducted in 
accordance with all provisions and requirements of applicable federal and state law.   
 

11.1 Return of Agency Property 
 
Employees are expected to return all CTWSI property at the time of his/her departure from 
service.  CTWSI reserves the right to withhold from the employee's final paycheck the amount 
for any property that is not returned or for which there is no explanation for the absence of the 
property.  CTWSI may take further action if necessary, to recover property. 
 

11.2 Voluntary Separation 
 
Voluntary separation is defined as a written resignation, extended absence with proper 
notification, or retirement.  The employee initiates voluntary separation. 
 

11.2.1 Resignation 
 
Although you may resign at will, at any time, with or without cause or advance notice, you are 
requested to provide at least two weeks' advance notice, in writing, whenever possible. At that 
time, the employer and employee will confirm the final date of employment. Although an 
employee may give several weeks’ notice, CTWSI may find it inefficient, disruptive or 
undesirable to permit the employee to work for the period specified and reserves the right to 
accelerate the effective date of the resignation.  

Due to the nature of their position, it is requested that Transit Director(s) give thirty (30) days 
prior notice for resignations.  Appropriate paperwork will be completed prior to the employee's 
last working day, to include but not limited to retirement, insurance, payroll, etc. 
 
The availability of Vacation payout following your resignation is addressed in the Administrative 
Guidelines section of this handbook. 
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11.2.2 Unnotified Absence 
 
If an employee is absent for more than two (2) consecutive days without proper notification, 
he/she shall be considered to have voluntarily resigned his/her position with CTWSI.  
Reinstatement upon presentation of extenuating circumstances or reason for such absence shall 
be at the discretion of the Transit Director(s). 
 
The availability of Vacation payout following your voluntary resignation is addressed in the 
Administrative Guidelines section of this handbook. 
 

11.2.3 Retirement 
 
All employees are asked to notify the Transit Director(s) at least one month before his/her 
planned retirement date.  During that time, the employee will be given the appropriate paperwork 
for retirement purposes. 
 
The availability of Vacation payout following your retirement is addressed in the Administrative 
Guidelines section of this handbook. 
 

11.3 Involuntary Separation 

Involuntary separation is defined as a layoff or discharge of an employee.  An employee does not 
initiate involuntary separation.   Employees who are discharged are advised of his/her rights to 
continue participation in the CTWSI group health plan (if qualified).  Employees discharged for 
gross misconduct are not required to receive advance notice and shall not be allowed to continue 
coverage under CTWSI's group health plan.  
 
The availability of Vacation payout following your involuntary separation is addressed in the 
Administrative Guidelines section of this handbook. 
 

11.3.1 Layoff 
 
The order to layoff shall be made at the discretion of the Transit Director(s) who shall give due 
consideration to seniority and to performance ratings.  The objectives of the Transit Director(s) 
in such cases shall be to conserve for CTWSI the services of the most valuable employees.  Each 
employee so affected shall be notified as far in advance of such layoff as may be possible, ideally 
15 calendar days.  Temporary employees shall be laid off before employees with regular status.  
The employee will receive written verification of the layoff from CTWSI.  Use of vacation leave 
during the lay-off period is dependent upon availability of funding.  Employees with good 
standing will be provided opportunity to return as soon as a position opens and are qualified for 
that position, however this is not guaranteed. 
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11.3.2 Downsizing 
 
 Termination notices shall be received by the employee in writing at least fifteen (15) days in 
advance of the date of termination if possible.   
 
 

11.4 Reference Policy 
 
CTWSI will release only the name, dates of employment, job title, and wage scale to prospective 
employers of former employees if said information is available.  No one other than the Transit 
Director(s) or designee is authorized to release work-related references.  The completed Exit 
Interview form will be kept in a separate file from the employee's personnel file and is 
unavailable. 
 
CTWSI recognizes that South Dakota is an employment at-will state and the intent of the CTWSI 
is to maintain the employment at at-will status of all employees. 
 

 
  



 
 

July 31, 2023 *Revised 1/31/25*  Page 70 of 78 
 

Policy Twelve – Unprofessional Conduct, Disciplinary 
Action, and Grievance Procedure  
12.0 Unprofessional Conduct defined 
 
The Transit Director(s) and Board of Directors are responsible for the enforcement of CTWSI 
policies.  When discipline becomes necessary, it is the responsibility of the Transit Director(s) 
and/or to initiate and carry through the proper action. 
 
Identifying every type of conduct or performance considered unprofessional conduct is 
impossible. However, to offer some guidance, we provide the following examples of conduct and 
performance problems that could result in disciplinary action, including discharge: 

1. Unexcused or repeated absence or tardiness. 
2. Unauthorized personal telephone calls or attending to personal affairs during work hours. 
3. Misuse of electronic email or internet communications system. 
4. Working unauthorized overtime. 
5. Destruction or negligent abuse or loss of CTWSI property. 
6. Refusal to work scheduled or emergency overtime. 
7. Posting, removing, or tampering with posted notices without permission. 
8. Leaving premises during working hours without authorization. 
9. The use of any equipment owned by CTWSI for personal reasons without permission. 
10. Mishandling, misappropriation, or unauthorized removal or possession of the funds or 

property of CTWSI or other employees. 
11. Personal behavior outside CTWSI which could be harmful to the reputation of CTWSI. 
12. Misconduct or unsatisfactory work performance and/or attitude. 
13. Violation of any employer policy, including policies described in this manual, as revised 

from time to time. 
14. Falsifying or destroying any records, including timekeeping records. 
15. Reporting to work or working while under the influence of alcohol or illegal drugs. 
16. Possession of alcohol or illegal drugs while on duty or on the CTWSI's premises. 
17. Illegal activity and substance abuse, both on and off the job. 
18. Insubordination, misconduct, and/or engaging in rude or discourteous conduct. 
19. Refusing to accept a reasonable and proper assignment. 
20. Falsifying, making inaccurate entries, or omitting requested information on the 

employment application form or other company records. 
21. Dishonesty, theft or fraud. 
22. Failure to use assigned safety equipment or failure to abide by safety rules and policies. 
23. Creating or contributing to unsanitary conditions. 
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24. Refusal to work with a customer, unless agreed with the Transit Director(s) that a conflict 
of interest exists. 

25. Sexual harassment, religious harassment, or other unlawful harassment of another person. 
 
 

12.1 Disciplinary Action 
 
Disciplinary actions shall be applied when the proper authority determines such actions are 
necessary.  A disciplinary action will be in the form of oral reprimand, written reprimand, 
probation, suspension, demotion or reassignment, or dismissal as defined below.  CTWSI may, 
but is not required to apply these actions progressively. 
 
 
12.2 Defining Disciplinary Action 
 

A. Oral Reprimand: The Transit Director(s) may discipline an employee by oral 
reprimand. Details of the conversation and the reason for the reprimand will be placed in 
the employee’s official personnel file.  
 

B. Written Reprimand:  The Transit Director(s) may discipline an employee by written 
reprimand.  The Transit Director(s) issues a formal written warning to an employee if the 
problem is not corrected within the specified time period. The written warning describes 
the problem, specifies the improvement that is expected, establishes a new time period 
for improvement and advises the employee that more serious discipline will occur if the 
employee fails to correct the problem.  A copy of the written warning is placed in the 
employee's official personnel file. 
 

C. Probation: Prior to probation for unsatisfactory performance, the Transit Director(s) may 
make a reasonable effort to resolve the problems with the employee.  If this is not 
accomplished, the Transit Director(s) with the Board of Directors may notify the 
employee in writing that continued employment is in jeopardy and tell the employee what 
must be done to improve the situation.  With this notice, notification will be given to the 
Board of Directors and the person will be placed in a one-month probationary status.  The 
Transit Director(s) will monitor the employee's performance during the probationary 
period.  Observations will be documented.  A summary report will be written by the 
Transit Director(s) at the end of the probationary period and submitted to the Board of 
Directors.  This summary report, signed by the Transit Director(s) and employee, will be 
placed in the employee's personnel file.  The Transit Director(s) may extend this one-
month probationary period at his/her discretion.  Uncooperative behavior or negative 
attitudes which affect the work or morale of others at CTWSI may result in this one-
month probationary period being lengthened. 
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D. Suspension with or Without Pay: The Board of Directors and/or the Transit Director(s) 
together may temporarily suspend an employee with or without pay for disciplinary 
purposes depending on the circumstances.  The suspension must be in writing, describing 
the problem, specifying the improvement that is or was expected, establishing a new time 
period for improvement, and advising the employee that more serious discipline will 
occur if the employee fails to correct the problem.  A copy of the warning is placed in the 
employee's official personnel file and remains in the file.  In addition to the warning all 
other applicable previous reprimands shall be included in the documentation.  In the 
event an employee receives two (2) suspensions in a two-year (2) time period, the second 
suspension may be grounds for dismissal. 
 

E. Demotion or Reassignment: The Board of Directors and/or the Transit Director(s) may 
reduce an employee's salary, assign the employee to a lower position, or change the 
employee’s duties within his/her current position or use any combination of the above for 
disciplinary purposes.  Again, all documentation shall be intact including describing the 
problem, specifying the improvement that was expected, and advising the employee that 
more serious discipline will occur if the employee fails to correct the problem(s) or if 
work in the new position is below satisfaction.  A copy of the warning is placed in the 
employee's official personnel file and remains in the file. 
 

F. Dismissal: The Board of Directors and/or the Transit Director(s) may terminate an 
employee from CTWSI employment for disciplinary purposes.  All documentation must 
be intact as outlined above.  A copy of the dismissal is placed in the employee's official 
personnel file. 

 
 

12.7 Grievance Reporting Procedure 

 
Should an employee have a grievance, it should be brought to the Director(s) attention within 48 
hours of the incident.  Within one week of the incident being reported, the Director(s) will 
investigate the situation and discuss a solution privately with the parties involved. Discipline 
action will be taken as deemed appropriate by the Director(s). Should the parties fail to agree 
upon a satisfactory disposition of the grievance, the matter may be referred within seven (7) 
calendar days by the employee to a conference with the Board Chairperson. A written answer to 
the grievance shall be submitted within ten (10) calendar days of the conference. 
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Addendum A: Acknowledgement 
 

I acknowledge that I have received, read, and understand the policies outlined in the Personnel Policy and 
Procedures Manual of Community Transit of Watertown/Sisseton, Inc. (CTWSI). I understand that 
CTWSO has the right to change this manual without notice at any time. It is understood that future 
changes in policies and procedures will supersede or eliminate those found in this manual, and that 
employees will be notified of such changes through normal communication channels. 

 

I understand that the policies and procedures described in the Personnel Policy and Procedures Manual of 
Community Transit of Watertown/Sisseton, Inc. (CTWSI) are not an expressed or implied contract of 
employment between the employer and me and should not be viewed as the basis of any contractual 
obligations of the employer.  

 

I further understand that I am free to terminate my employment with CTWSI at any time, with or without 
cause, and CTWSI has the right to terminate my employment at any time, with or without cause. 
Therefore, employment with CTWSI is not for a specified term and can be terminated at-will by either 
party. The “at-will" policy constitutes an integrated agreement with respect to the nature of the 
employment relationship that is final and fully binding; there are no other oral or collateral agreements 
regarding this issue. This employment policy includes all employees including those presently employed 
by the practice from this day forward.  

 

 

Printed Name of Employee __________________________    ____ 

 

Signature of Employee          ____ 

 

Position of Employee           ____ 

 

Date             ____ 
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Addendum B: Performance Appraisal Form 
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Addendum C: Voluntary Leave Donation for Medical 
Emergencies Request Form 

 

 

Employee name: ____________________________________________________________ 

 

Request Date: _________________  Effective Date: __________________________ 

 

Position Title: _______________________________________________________________ 

 

Department: ________________________________________________________________ 

 

Number of sick days requested: ________________________________________________ 

 

Reason for request for donated sick time: 
___________________________________________________________________________ 

 

____________________________________________________________________________ 

 

___________________________________________________________________________ 

 

I authorize CTWSI to release the following information concerning my need to the employees in 
the company for the sole purpose of soliciting donations of sick/personal time.  

 

Signature of Employee: ________________________________  Date: __________________ 

 

Request is:    Approved   Denied 

 

Transit Director’s Signature: _____________________________ Date: _________________ 
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Addendum D: Voluntary Leave Donation for Medical 
Emergencies Authorization 

 

I, __________________________________, would like to voluntarily donate 
___________ hours of sick leave to a co-worker experiencing an approved medical 
emergency. I understand that this leave donation is irrevocable. I further understand 
that the maximum number of sick leave hours that I may donate is no more than 50 
percent of my current sick leave balance. 

 

I authorize __________ hours to be deducted from my sick leave balance. 

 

Employee’s Signature: ___________________________________________________ 

 

Transit Director’s Signature: _______________________________________________ 
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