
 
  

 
 
 
 
 

 
DATE:  February 28, 2019 
 
TO:  Transportation Authority of Marin Board of Commissioners 
   
FROM: Dianne Steinhauser, Executive Director 
  Li Zhang, Chief Financial Officer 
  
SUBJECT: Acceptance of Revisions to the TAM Human Resources Policies and Procedures (Action) 

- Agenda Item No. 6g 
 
 
RECOMMENDATION: 
 
The TAM Board reviews and accepts the following recommended revisions to the TAM Human Resources 
Policies and Procedures: 
 

• Under Policy 307 Leave of Absence, clarify that as an agency with less than 50 employees, TAM 
is not subject to the Federal Family and Medical Leave Act (FMLA) and the California Family 
Rights Act (CFRA).  However, TAM has elected to offer Family Medical Leave (FML) benefits 
similar as what are offered under the FMLA and CFRA legislation. Staff also revised the language 
under a few of the subsections within the policy. 

• Under Policy 407 Safety and Workplace Violence, added the reference to the Injury and Illness 
Prevention Program as required by the Division of Occupational Safety and Health (DOSH), mostly 
known as Cal/OSHA 

 
BACKGROUND: 
 
The Board adopted the first TAM Human Resources Policies and Procedures on November 30, 2017, in 
preparation for the agency’s transition to become an employer on record on January 1, 2018. The first round 
of revision to the Human Resources Policies and Procedures was approved at the June 28, 2018 TAM Board 
meeting.  
 
 
DISCUSSION/ANALYSIS: 
 
Recommended Revisions under Policy 307: 
 
Policy 307 of the TAM Human Resources Policies and Procedures addresses all policies and procedures 
related to the leave of absence of an employee.  As a public agency with less than 50 employees, TAM is 
not subject to the Federal Family and Medical Leave Act (FMLA) and the California Family Rights Act 
(CFRA).  However, TAM has elected to offer FML benefits similar as what are offered under the FMLA 
and CFRA legislation.  
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In additional to the reconfirmation of the policy intent, the following are the main revision made during this 
round of revision: 
 

• Removing all reference to the FMLA and CFRA in the subsections since TAM is not subject to 
them.  

• Specified the events that employee can use the TAM FML benefit. 

Recommended Revisions under Policy 407: 
 
As required by the Division of Occupational Safety and Health (DOSH), more commonly known as 
Cal/OSHA, all employers in California have to develop and maintain an Injury and Illness Prevention 
Program (IIPP).  TAM staff completed the development of the agency’s IIPP in 2018 and is recommending 
the revision of Policy 407 Safety and Workplace Violence with reference to the IIPP and the related general 
policies and procedures.  
 
 
FISCAL CONSIDERATION:   
 
This round of revision has no anticipated fiscal impacts.  
 
 
NEXT STEPS: 
 
New Revisions will be effective once approved by the TAM Board. 
  
 
ATTACHMENTS: 
 
Cover and Policy 307 and 407 of the TAM Human Resources Policies and Procedures with Revisions 
Highlighted.   
 
The full Human Resources Policies and Procedures document is avaible upon request.  
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POLICY# 307 

SECTION: BENEFITS 
SUBJECT: LEAVE OF ABSENCE 
 
All regular full-time employees are entitled to the leave provisions outlined below, 
subject to the approval of the Executive Director/designee.  Employees in other 
categories will be granted such leaves as are required by law.  All leave time must be 
requested in writing and approved by the employee’s supervisor prior to submitting to 
the Executive Director/designee for final approval. 
 
GUIDELINES 
 

1. General Provisions 
 

A. An employee may request an unpaid personal leave of absence, if needed 
for compelling reasons.  The employee shall submit to the Authority a 
Leave of Absence Request Form at least thirty (30) days before the desired 
leave date, stating the reason for the leave and the length of time being 
requested.  The employee must use all available accrued paid time-off as 
part of the total leave time requested.  A leave requested by the Executive 
Director shall be submitted to the Authority Board for consideration and 
approval.  Regular employees who have completed their introductory 
period are entitled to position guarantee if the leave does not exceed thirty 
(30) days.  For leaves more than thirty (30) days, there is no guarantee of 
position upon return.  If a suitable vacant position is not available within 
sixty (60) days of the end of the leave, the employee will be separated 
from the Authority.  Upon return to work from an approved personal 
leave of absence, the Authority will make a reasonable effort to reinstate 
the employee in the same or a similar position. 
 

B. A leave of absence may include both paid and unpaid days.  An employee 
will continue to receive health insurance benefits as long as the employee is 
on a paid status.  An employee who is granted an unpaid leave of absence 
that exceeds thirty (30) days and who wishes to continue health insurance 
coverage may do so at his/her expense at the Authority’s group rates, and 
shall follow the guidelines associated with the COBRA program.   

 
C. An authorized leave of absence does not represent a break in employment 

for a regular employee.  The employee retains all accrued leave.  Seniority, 
vacation, sick leave and holiday benefits do not accrue during periods of 
unpaid leave of absence.  

 
D. The length of the leave of absence shall delay scheduled salary increases.  

The employee shall return to the same salary step or relative placement in 

Item 6g - Attachment

46



 

 

Transportation Authority of Marin | HR Policies and Procedures  50 
 

the salary range upon return. 
 

E. If an employee’s leave exceeds thirty (30) days, the performance 
evaluation and regular merit increase shall be delayed for the length of 
time for which the employee is on the leave of absence. 

 
F. An employee who is granted a leave of absence, which exceeds thirty (30) 

days leave, shall provide the Authority with two (2) weeks’ notice prior to 
his/her anticipated return to work date.  

 
G. An employee who requires an extension to a leave of absence shall request 

the extension a minimum of two (2) weeks before the original leave 
expires. 

 
H. Depending on the type of leave, the employee shall complete the 

appropriate section of their time sheet and/or the appropriate Leave of 
Absence Request Form.  The Authority may also request additional 
documentation explaining the need for a leave, prior to granting such 
leave. 

 
I. The introductory probationary period of a new employee granted a leave 

of absence will be extended for the period of the leave of absence. 
 

J. In accordance with the Americans with Disabilities Act (ADA), the Authority 
shall make every reasonable accommodation to provide a modified duty 
assignment to a disabled employee covered under the ADA who is unable 
to perform the essential functions of his/her job. 

 
K. Failure to return to work on the next scheduled workday following the 

expiration of an approved leave of absence may result in termination.  
 

L. The Authority will take steps to safeguard the confidentiality of medical 
information associated with a planned or unplanned leave and keep it 
separate from an employee’s personnel file.  

 
2. Bereavement Leave 

In the event of a death in the “immediate family member” of an employee, the 
employee may request a paid leave of absence, up to twenty-four (24) hours per 
incident for travel within California, and forty (40) hours per incident for travel 
outside of California.  If more time is needed, the employee may request 
additional days off, which may be charged to the employee’s accrued vacation 
time or may be taken unpaid.  The employee may not use sick leave for 
bereavement purposes. 
 
For the purpose of this policy, immediate family members include father/mother, 
spouse, child, grandparent, father/mother-in-law, step father/mother, 
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brother/sister, step brother/sister, brother/sister in-law, stepchild, member of the 
household, registered domestic partner, aunt, uncle, niece, nephew, first cousin 
(that is, a child of an aunt or uncle) or legal guardian. 
 
Leave in the case of death of persons other than “immediate family member” may 
be granted upon approval of the Authority.  If granted, such leave shall be 
charged to the employee’s accrued vacation leave or unpaid at the employee’s 
option and with the approval of the Executive Director.   
 

3. Military Leave 
An employee who is a member of the uniformed services of the United States shall 
be allowed leave in accordance with the provisions of law governing such leaves.    
The provisions shown below describe some of the issues required by law.  The 
Authority shall follow all governing laws in effect at the time of an employee’s 
request for Military Leave. 
 

A. An employee who is called to military service is entitled to up to thirty (30) 
calendar days per fiscal year, with full pay and benefits, provided he/she 
has been employed for one (1) year. 
 

B. An employee requiring military leave must provide advance written notice 
of the need for a leave, unless prevented from doing so by military 
necessity or if providing notice would be impossible or unreasonable.  A 
copy of the military orders must be attached to the employee’s completed 
Leave of Absence Request Form. 
 

C. An employee returning from military leave of less than thirty-one (31) days 
shall report to work on the first full regularly scheduled work day following 
completion of service, plus time for safe transportation back to the 
employee’s residence plus an additional eight (8) hours.  An employee 
whose military leave exceeds thirty (30) days must submit an application 
for re-employment within fourteen (14) days after the completion of 
service from thirty-one (31) to one hundred eighty-one (181) days.  An 
employee whose military leave exceeds one hundred eighty (180) days 
must submit an application for re-employment within ninety (90) days 
after completion of service.   
 

D. An employee returning from a military leave shall be reinstated in the 
position held previously and at the salary he/she would have received had 
employment with the Authority been continuous, exclusive of step 
increases/shift assignments.    
 

E. If an employee becomes disabled as a result of military service and is no 
longer able to perform the essential functions of the job held previously, 
and if, after the Authority provides reasonable accommodation, the 
employee is still unable to perform the job, the Authority shall provide 
another position of equivalent seniority, pay and status for which the 
employee is qualified.  If neither of these options is possible due to the 
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disability, the Authority shall provide another position of lesser status and 
pay but with full seniority. 

 
4. Volunteer Civil Service Personnel 

Employees shall not be subject to corrective action for taking time off to perform 
emergency duty as a volunteer firefighter, peace officer or emergency rescue 
personnel.  They are also eligible to take unpaid leave for required training.  If an 
employee is an official volunteer firefighter, they should alert the Authority that 
they might have to take time off for emergency duty.  When taking time off for 
emergency duty, the Authority should be advised before doing so when possible.  

 
5. Jury Duty and Witness Leave 

Employee may be absent from duty with full pay for up to 10 working days per 
jury assignment if summoned to jury duty. If a jury assignment lasts longer than 10 
working days Employee may use any accrued available leave or take leave 
without pay.  
 
Any and all payment made to the employee for jury duty shall be remitted to the 
Authority.  
 
For those employees who are hired prior to January 1, 2007 for the Authority by 
LGS/RGS, please see your offer letter for the benefit level offered.  
 

6. School Visits Leave 
Employees who are parents or guardians of any child in kindergarten or grades 
one to twelve are allowed up to eight (8) hours unpaid time off per month, per 
child, with a maximum of forty (40) hours per school year, to participate in any 
child's school activities.   
 

A. Employees must provide their supervisor with reasonable notice for the 
planned time off by completing the appropriate leave request form. 

B. Employees may elect to use available paid time off to cover the time taken 
for the school visit(s). 

C. Employees must provide, upon the Authority's request, written verification 
from the school of parental participation specifying the date and time of 
the activity. 
 

7. Child’s Suspension 
If an employee who is the parent or guardian of a child facing suspension from 
school is summoned to the school to discuss the matter, the employee should alert 
his or her supervisor as soon as possible before leaving work. In accordance with 
California Labor Code section 230.7, no discriminatory action will be taken 
against an employee who takes time off for this purpose. 

 
8. Voting Time 

The Authority supports and encourages employees in their opportunities and 
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responsibilities as citizens to cast their ballots in general election years.  Under 
most circumstances, it is possible for employees to vote either before coming to 
work or after the end of the workday.  If the employee does not have sufficient 
time outside of working hours to vote at a state-wide election, a maximum of 
two-hour time off with pay at the beginning or end of the regular work day shall 
be given.  The employee must request this time off at least two working days 
before the election if this time off is necessary. 
 

9. Family/Medical Leave (FML) 
 

As a public agency with less than 50 employees, ,  the Authority is not subject to 
the Federal Family and Medical Leave Act (FMLA) and the California Family 
Rights Act (CFRA).FMLA and CFRA.  However, because the Authority has less 
than 50 employees, employees are not eligible for FMLA and CFRA leave.  
Nevertheless, the Authority has elected to offer FML benefits in accordance 
withsimilar as what are offered under  the FMLA and CFRA legislation. 
 

A. General 
Under the Authority’s FML leave policy, Federal Family and Medical Leave 
Act (FMLA) and the California Family Rights Act (CFRA), employees who 
have more than 12 months of service with a covered employer, and have 
worked at least 1,250 hours in the preceding 12-month period, may have 
the right to an unpaid family or medical leave.  This leave may be up to 12 
workweeks in a 12-month period for your own serious health condition or 
that of your child, parents or spouse or for the birth, adoption, or foster 
care placement of your child. 
 
Fathers may request leave with or without pay to care for their newborns. 
Up to 4 weeks with pay may be used beginning within the first week 
following the birth or adoption of a child if the employee has such accrued 
vacation leave, or sick leave available, or non-paid leave can be taken. 
 
FML leave may be taken for any of the following events: 

 
1. To care or bond with a newborn child. 
2. Placement of and bonding with an adopted or foster child with the 

employee and/or spouse, registered domestic partner. 
3. To care for an immediate family member (employee’s spouse, 

registered domestic partner, child or parent) with a serious illness. 
4. Because of the employee’s serious health condition that makes the 

employee unable to perform the functions of his/her position. 
 

 
B. Calculating FML 

For purposes of calculating the 12-month period during which 12 weeks of 
leave may be taken, the Authority uses a rolling 12-month period, which 
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means each time an employee takes family leave, the remaining leave 
entitlement is any balance of the 12 workweeks that has not been used 
during the immediately preceding 12 months.  No carryover of unused 
leave from one 12-month period to the next 12-month period is permitted. 
 
For employees working more or fewer than five days a week, or working 
alternative work schedules, the number of working days that make up the 
12 weeks of leave is calculated on a pro rata or proportional basis. 

 
If both spouses or domestic partners are employed by the Authority and 
eligible for leave for the birth or placement for adoption or foster care, the 
leave may be limited to a combined total of 12 weeks.   
 
Under most circumstances, leave under federal and state law will run at the 
same time and the eligible employee will be entitled to a total of 12 weeks 
of family and medical leave in the designated 12-month period. 

 
C. Pregnancy Disability Leave (PDL) and FMLA/CFRA 

 
If an employee is disabled by pregnancy, childbirth or related medical 
conditions, she is entitled to take a pregnancy disability leave (PDL) of up 
to four (4) months, depending on the period(s) of actual disability.  Leave 
because of the employee’s disability for pregnancy, childbirth or related 
medical condition is not counted as time used under CFRAFML.  Time off 
because of pregnancy disability, childbirth or related medical condition 
does count as FMLA leave.  Employees who take time off for pregnancy 
disability and who are eligible for FML will also be placed on FML that runs 
at the same time as their PDL.  Once the pregnant employee is no longer 
disabled, she may apply for leave under CFRA, for purposes of baby 
bonding.  Both leaves contain a guarantee of reinstatement to the same or 
to a comparable position at the end of the leave, subject to any defense 
allowed under the law. 

 
D. Intermittent FML 

Any leave taken for the birth, adoption, or foster care placement of a child 
does not have to be taken in one continuous period of time.  CFRA FML 
leave taken for the birth or placement of a child will be granted in 
minimum amounts of two weeks.  However, the Authority will grant a 
request for CFRA FML leave (for birth/placement of a child) of less than 
two weeks’ duration on any two occasions.  Any leave taken must be 
concluded within one year of the birth or placement of the child with the 
employee. 

 
Employees may take FML intermittently (in blocks of time, or by reducing 
their normal weekly or daily work schedule) if the leave is for the serious 
health condition of the employee’s child, parent, or spouse, or of the 
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employee, and the reduced leave schedule is medically necessary as 
determined by the healthcare provider of the person with the serious 
health condition.  The smallest increment of time that can be used for such 
leave is one hour. 

 
E. Notice Requirements 

If possible, the employee must provide at least 30 days’ advance notice for 
foreseeable events (such as the expected birth of a child or the employee’s 
own planned medical treatment or for a family member).  For events that 
are unforeseeable, the employee must notify the Authority, at least 
verbally, as soon as he or she learns of the need for the leave.  Failure to 
comply with these notice rules is grounds for, and may result in, deferral of 
the requested leave until the employee complies with this notice policy. 
The employee must consult with his or her supervisor regarding scheduling 
of any planned medical treatment or supervision in order to minimize 
disruption to Authority operations.  Any such scheduling is subject to the 
approval of the healthcare provider of the employee or the healthcare 
provider of the employee’s child, parent, spouse or registered domestic 
partner. 
 

F. Second Opinion 
If the FML request is made because of the employee’s own serious health 
condition, the Authority may require, at its expense, a second opinion from 
a health care provider that the Authority chooses.  The health care provider 
designated to give a second opinion will not be one who is employed on a 
regular basis by the Authority. 

 
If the second opinion differs from the first opinion, the Authority may 
require, at its expense, the employee to obtain the opinion of a third 
health care provider designated or approved jointly by the Authority and 
the employee.  The opinion of the third health care provider shall be 
considered final and binding on the Authority and the employee. 

 
G. Certification Requirements 

The Authority requires the employee to provide certification within 15 days 
of any request for FML, unless it is not practicable to do so.  The Authority 
may require re-certification from the health care provider if additional 
leave is required. 

 
If the leave is needed to care for a sick child, spouse, or parent, the 
employee must provide a certification from the health care provider 
stating: 

 
• Date of commencement of the serious health condition; 
• Probable duration of the condition; 
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• Estimated amount of time for care by the health care provider; and  
• Confirmation that the serious health condition warrants the 

participation of the employee. 
 

When both parents are employed by the Authority, and request 
simultaneous leave for the birth or placement for adoption or foster care of 
a child, the Authority will not grant more than a total of 12 workweeks of 
family/medical leave for this reason. 
 
If an employee cites his/her own serious health condition as a reason for 
leave, the employee must provide a certification from the health care 
provider stating: 

 
• Date of commencement of the serious health condition; 
• Probable duration of the condition; and 
• Inability of the employee to work at all or perform any one or 

more of the essential functions of his/her position because of the 
serious health condition. 

 
The Authority will require certification by the employee’s health care 
provider that the employee is fit to return to his or her job. 
Failure to provide certification by the health care provider of the 
employee’s fitness to return to work will result in denial of reinstatement 
for the employee until the certificate is obtained. 

 
H. Continuation of Health Benefits 

An employee taking FML will be allowed to continue participating in any 
health and welfare benefit plans in which he/she was enrolled before the 
first day of the leave (for a maximum of 12 workweeks) at the level and 
under the conditions of coverage as if the employee had continued in 
employment for the duration of such leave.  The Authority will continue to 
make the same premium contribution as if the employee had continued 
working.  Employees must make arrangements with the Authority to pay 
their share of group health plan premiums while on unpaid leave. The 
continued participation in health benefits begins on the date leave first 
begins under FMLA (for pregnancy disability leaves) or under the 
FMLA/CFRA (for all other family care and medical leaves).  In some 
instances, the Authority may recover from an employee premiums paid to 
maintain health coverage if the employee fails to return to work following 
FML. 

 
Employees on FML who are not eligible for continued paid coverage may 
continue their group health insurance coverage through the Authority in 
conjunction with the federal COBRA guidelines by making monthly 
payments to the Authority for the amount of the applicable premium(s).  
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Employees should contact their supervisor for further information.  
Payment is due when it would be made by payroll deduction. 

 
I. Using Accrued Paid Leave 

Paid leave may be substituted for unpaid leave in the following 
circumstances:  
 

• Accrued sick leave may be used by the employee for the employee's 
own serious health condition. 

• Accrued sick leave may be used for the care of a family member. 
• Vacation and other accrued time may be used for any FML 

qualifying event. 
 
Employees on FML will not continue to accrue vacation, sick leave, or paid 
time off during unpaid FMLtime off. 

 
J. Return to Work 

Under most circumstances, upon return from FML, an employee will be 
reinstated to his or her original job or to an equivalent job with equivalent 
pay, benefits, and other employment terms and conditions.  However, an 
employee has no greater right to reinstatement than if he or she had been 
continuously employed rather than on leave. For example, if an employee 
on FML would have been laid off had he or she not gone on leave, or if 
the employee’s job is eliminated during the leave and no equivalent or 
comparable job is available, then the employee would not be entitled to 
reinstatement.  In addition, an employee’s use of FML will not result in the 
loss of any employment benefit that the employee earned before using 
family/medical leave.  
 

10. Pregnancy Disability Leave (PDL) 
Pregnancy, childbirth, or related medical conditions will be treated like any other 
disability, and an employee on leave will be eligible for temporary disability 
benefits in the same amount and degree as any other employee on leave. 
 
Any female employee planning to take PDL should advise the Authority as early as 
possible.  The individual should make an appointment with the Authority to 
discuss the following conditions: 
 

A. Employees who need to take PDL must inform the Authority when a leave 
is expected to begin and how long it will likely last.  If the need for a leave 
or transfer is foreseeable, employees must provide notification at least 30 
days before the PDL or transfer is to begin.  Employees must consult with 
the Authority regarding the scheduling of any planned medical treatment 
or supervision in order to minimize disruption to the operations of the 
Authority.  Any such scheduling is subject to the approval of the 
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employee’s healthcare provider.  If 30 days’ advance notice is not possible, 
notice must be given as soon as is practical. 

 
B. Upon request of an employee and written recommendation of the 

employee’s physician, the employee’s work assignment may be changed if 
necessary to protect the health and safety of the employee and her child. 

 
C. Requests for transfers of job duties will be reasonably accommodated if the 

job and security rights of others are not breached. 
 

D. Temporary transfers due to health considerations will be granted when 
possible.  However, the transferred employee will receive the pay that 
accompanies the job, as is the case with any other temporary transfer due 
to temporary health reasons. 
 

E. PDL usually begins when ordered by the employee’s physician.  The 
employee must provide the Authority with a certification from a health 
care provider.  The certification indicating disability should contain: 

 
• The date on which the employee became disabled due to 

pregnancy; 
• The probable duration of the period or periods of disability; and 
• A statement that, due to the disability, the employee is unable to 

perform one or more of the essential functions of her position 
without undue risk to herself, the successful completion of her 
pregnancy, or to other persons. 

 
F. A return from leave will be allowed only when the employee’s physician 

sends a release. 
 

G. An employee will be allowed to use accrued sick time (if otherwise eligible 
to take the time) during a PDL.  An employee will be allowed to use 
accrued vacation or other personal time (if otherwise eligible to take the 
time) during a PDL. 
 

H. Duration of the leave will be determined by the advice of the employee’s 
physician, but an employee disabled by pregnancy may take up to 17 1/3 
weeks (693 hours).  Part-time employees are entitled to leave on a pro rata 
basis.  The four months of leave includes any period of time for actual 
disability caused by the employee’s pregnancy, childbirth, or related 
medical condition.  This includes leave for severe morning sickness and 
prenatal care. 
 

I. Leave does not need to be taken in one continuous period of time and 
may be taken intermittently, as needed.  Leave may be taken in increments 
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of one hour. 
 

J. Employees on PDL who are eligible under the federal or state family and 
medical leave laws,  are also eligible to maintain group health insurance 
coverage for up to a maximum of 16 workweeks (if such insurance was 
provided before the leave was taken) on the same terms as if the employee 
had continued to work.  Leave taken under the pregnancy disability policy 
runs concurrently with FML under federal law, but not FML under 
California Law.  If the employee is ineligible under the federal and state 
family and medical leave laws, while on pregnancy disability the employee 
will receive continued paid coverage on the same basis as other medical 
leave that the Authority may provide and for which the employee is 
eligible.  In some instances, the Authority may recover premiums it paid to 
maintain health coverage if the employee fails to return to work following 
pregnancy disability leave. 

 
K. If the employee is on PDL and not eligible for continued paid coverage, or 

if paid coverage ceases after 16 workweeks, the employee may continue 
her group health insurance coverage through the Authority in conjunction 
with federal COBRA guidelines by making monthly payments to the 
Authority or the amount of the relevant premium.  Contact the Executive 
Director for further information. 
 

L. Under most circumstances, upon submission of a medical certification that 
the employee is able to return to work from a PDL, the employee will be 
reinstated to her same position held at the time the leave began or to an 
equivalent position, if available.  An employee returning from a PDL has no 
greater right to reinstatement than if the employee had been continuously 
employed. 

 
11. Victims of Domestic Violence 

Employees who are victims of domestic violence are eligible to use their personal 
or unpaid leave for recovery.  The employee may request leave if he/she is 
involved in a judicial action, such as obtaining restraining orders, or appearing in 
court to obtain relief to ensure his/her health, safety, or welfare, or that of his/her 
child. 
 
The employee should provide notice and certification of his/her need to take 
leave under this policy.  Certification may be sufficiently provided by any of the 
following: 

A. A police report indicating that the employee was a victim of domestic 
violence; 

B. A court order protecting or separating the employee from the perpetrator 
of an act of domestic violence, or other evidence from the court or 
prosecuting attorney that the employee appeared in court; or 

C. Documentation from a medical professional, domestic violence advocate, 
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health-care provider, or counselor that the employee was undergoing 
treatment for physical or mental injuries or abuse resulting in victimization 
from an act of domestic violence. 

 
The Authority will, to the extent allowed by law, maintain the confidentiality of 
an employee requesting leave under this provision. 
 
The length of unpaid leave an employee may take is limited to 12 weeks.  Rather 
than taking unpaid time, an employee may use vacation, personal leave or 
compensatory time off that is otherwise available to him/her. 
 
If the time off is an unscheduled absence, the employee may be required to notify 
their supervisor as soon as possible of their absence and provide documentation to 
the Authority within a reasonable time after the absence. 
 

12. Victims of Violent Crimes 
An employee who is a victim or who is the family member of a victim of a violent 
felony or serious felony may take time off from work under the following 
circumstances: 

A. The crime must be a violent or serious felony, as defined by law; and 
B. The employee must be the victim of a crime, or be an immediate family 

member of a victim, a registered domestic partner of a victim, or the child 
of a registered domestic partner of a victim.  An immediate family member 
for this policy is defined as: a spouse, child, stepchild, brother, stepbrother, 
sister, stepsister, mother, stepmother, father or stepfather.  A registered 
domestic partner means a domestic partner who is registered in accordance 
with California state law. 

 
The absence from work must be in order to attend judicial proceedings related to 
a crime listed above.  Before the employee is absent for such a reason, he/she 
must provide documentation of the scheduled proceeding.  Such notice is typically 
given to the victim of the crime by a court or government agency setting the 
hearing, a district attorney or prosecuting attorney's office or a victim/witness 
office. 
 
If advance notice is not possible, the employee must provide appropriate 
documentation within a reasonable time after the absence.  Any absence from 
work to attend judicial proceedings will be unpaid, unless the employee chooses 
to take paid time off, such as accrued vacation, personal leave time, or sick leave. 
 

13. Catastrophic Leave 
The Authority shall allow the transfer of accrued vacation as a donation from an 
employee to another employee who has suffered from a catastrophic event. The 
donating employee shall provide a signed release stating the recipient of the leave, 
and the number of hours transferred.  
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The catastrophic event shall be determined eligible by the Executive Director or 
his/her designee.  
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POLICY# 407 

SECTION: RULES AND REGULATIONS 
SUBJECT: SAFETY AND WORKPLACE VIOLENCE 
 
 
The Authority has developed guidelines to help maintain a safe and secure workplace.  
This security policy is intended to keep the Authority’s employees safe and to protect its 
possessions, confidential information and equipment.   
 
GUIDELINES 
 

1. Violence in the Workplace 
Threatening or intimidating behavior, threats, or acts of violence will not be 
tolerated and may be grounds for immediate termination, arrest and prosecution 
or a civil harassment action.  Any individual who engages in threatening behavior 
or violent acts (or who makes comments about inflicting self-harm or harming 
others) while on Authority property will be removed from the premises and may 
not return until the incident is fully investigated.  The Authority reserves the right 
to have any such incident assessed by a professional who specializes in threat 
assessment. 
 
Threats to or intimidation of employees in the workplace by individuals outside 
the Authority are not tolerated and must be reported to the Authority or 
designee.  This may include acts of domestic violence and threats of harm from 
customers or vendors toward employees or Authority property.  
 
Employees must be aware of persons loitering for no apparent reason in parking 
areas, walkways, entrances and exits.  Employees must report any suspicious 
persons or activities to the Executive Director or designee, or to local law 
enforcement if the employee feels that he/she is threatened or property of the 
Authority is threatened.  
 
If an employee witnesses or receives a threat, or learns that another person has 
witnessed or received a threat, they must notify their supervisor or the Executive 
Director or designee immediately.  Reports must be made of all incidents no 
matter who was involved or their relationship to each other.  If an employee 
applies for or obtains a protective order or restraining order that lists Authority 
locations as protected, they must send a copy to the Authority.  The Authority 
understands the sensitivity of such information and uses confidentiality procedures 
that recognize and respect employees’ privacy.   
 
The security of the office as well as the welfare of employees depends upon the 
alertness and sensitivity of every individual to potential security risks.  Employees 
should immediately notify management when unknown persons are acting in a 
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suspicious manner in or around the office.   
 

2. Use of Personal Items on the Job 
The Authority provides the necessary equipment that employees require to 
accomplish their job and tasks in the most efficient and safe manner.  However, 
employees who want to use their personal items at work may do so with the 
understanding that they are responsible for the property, that it must be used 
safely and responsibly, and that the Authority will not replace or pay for personal 
items that are damaged or destroyed on the job. 
 
Before employees may use their own equipment for conducting Authority 
business, they must request written approval from their supervisors/the Executive 
Director.  Employees using their own personal devices and accounts to conduct 
public business will also be required to search those devices to response to Public 
Act requests.  
 
Employees must secure their desk, office or vehicle at the end of the day.  When 
called away from the work area for an extended length of time, employees should 
not leave valuable and/or personal articles in or around the workstation/vehicle 
that may be accessible.  The Authority is not responsible for loss or damage to any 
personal property or equipment that is brought to an office location.  
 
Note that the Authority does not provide vehicles to employees. Employees are 
eligible for reimbursement of vehicle related expenses – mileage as designated by 
federal rules and regulations, tolls, and parking. The Executive Director may be 
the recipient of a car allowance as negotiated with the Authority Board which 
substitutes for mileage and toll costs.     

 
3. Property Damage/Theft 

A written report shall be made of damage to Authority property or theft and shall 
contain the following information: 
 

(i.) A description of item(s) damaged or stolen; 
(ii.) The value of the item(s); and 
(iii.) Circumstances surrounding the damage or theft. 

 
If the damaged or stolen item is of significant value or if a number of items are 
affected, this should be reported to the police and the Authority by telephone 
immediately.  The report shall then be made available to the Authority. 
 
The location of the theft or damage shall determine from which department the 
written report originates.  Non-supervisory employees who discover theft or 
property damage shall report this information to their immediate supervisor who, 
in turn, will be responsible for writing and submitting the required report to the 
Executive Director.  Supervisory or management staff, who themselves find 
evidence of theft or damage shall be responsible for preparing and submitting a 
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report to their immediate supervisor.  In all instances, damage or theft reports 
shall be subsequently reported to the Executive Director for appropriate action. 

 
 

4. Injury and Illness Prevention Program 
 

TAM has developed an Injury and Illness Prevention Program (IIPP) according to 
the requirement of the Division of Occupational Safety and Health (DOSH), better 
known as Cal/OSHA. The IIPP is used to designate responsibility for implementing 
the written program, ensure employee compliance with the safety requirements, 
identify unsafe conditions and work practices, evaluate workplace hazards and 
investigate and prevent occupational injuries.   
 
Employee training is required on an annual basis or upon initial hire, change in 
process/assignment or awareness of new or unrecognized hazards identified. 
 
Annual review of the effectiveness of the IIPP will be conducted to ensure proper 
documentation of disciplinary actions taken for safety violations, safety inspections 
performed and documented, and any findings corrected.  
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