Effective Date: May 1, 1999
Revision Date: December 18, 2006

ALBANY PARKING AUTHORITY
POLICIES and PROCEDURES OPERATIONS MANUAL

1. EMPLOYMENT

1.1 Appointment Appointment of employees shall be based on #&szls of the Parking Authority, and on the
qualifications and experience of job candidategccordance with New York State Civil Service Law.

1.2 Promotion Promotion of employees shall be based orpénsonnel needs of the Parking Authority, on
the qualifications and experience of candidatesamihdividual merit.

1.3 Equal Opportunity Parking Authority policy is to promote equal opjunity and to prohibit
discrimination based on age, race, creed, religiolor, national origin, sex, marital status, cgatiility.

1.4 Vacancies Vacancies will only be filled in accordance wihnual budget provisions and scheduling
coverage requirements.

1.5 Probationary PeriodEmployees appointed on a permanent or provisioesis will be informed of the
specific terms of the appointment by the OperatbDimector at the time of hire or promotion. All ployees
are subject to a ninety-day (90-day) probationanyqul upon original appointment or upon promotiorat
new position. During the probationary period, wpgkformance will be evaluated by the immediate
supervisor who will advise the employee of progreBse supervisor will, prior to expiration of the
probationary period, recommend retention or tertioneof a new employee to the Operations Direcine
Operations Director will, prior to expiration ofdlprobationary period, recommend retention or demaif a
promoted employee to the Executive Director. Piobary periods may be extended for absences dthiang
time allowed.

1.6 Layoffs- The Executive Director, in consultation with tharking Authority Board of Directors, may
terminate an employee(s) for financial/budgetaasoms. All layoffs will be made in accordance viivil
Service Law and rules.

1.7 Discipline- The Executive Director, in consultation with tRarking Authority Board of Directors, may
discipline employee(s) for cause, in accordanch ®ivil Service Law and rules.

1.8 Insubordination Insubordination to a supervisor providing wamktructions will not be tolerated and
may be cause for disciplinary action, includingrgration.

1.9 Full Time and Part Time Employmentull time employees are those who have a regudak schedule
of at least thirty (30) hours per week. All otleenployees are considered part time employees.

1.10 Courtesy The Parking Authority is a public corporatiordagets a high standard for greeting and dealing
with the patrons of its facilities. Customers always to be treated with courtesy and respedturéao be
courteous in public transactionsy be cause for disciplinary action, including termination.

1.11 Supervision Supervisors are responsible for assigning aretting work of employees. It is the
responsibility of the supervisor to observe thatkae performed correctly and thall operating procedures
are followed.

1.12 Employee Grievance€mployee questions, complaints, grievances aoblgms must firsbe brought
to the attention of, and discussed with, the immedsupervisor. Unresolved matters may be subiitte
writing to the next level supervisor.
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ALBANY PARKING AUTHORITY
POLICIES and PROCEDURES OPERATIONS MANUAL

2. POSITION DESCRIPTIONS

2.1 Positions Defined Descriptions on the following pages list eackipon along with responsibilities and
duties, qualifications and special requirementanyf. An Organization Chart, which follows therbttuction
at the front of this Manual, shows the chain of cwand for Parking Authority positions. The posigon
include: Executive Director, Operations Directéinance Director, Parking Meter Manager, Garage
Manager, Cashier | & I, Maintenance Supervisod Btaintenance Worker | & II.

2.2 Pay Period and Frequencill employees of the Parking Authority are paidekly in arrearsHourly
employees are required to personally validate therk hours via time clock (see 3.5). The payqeis

from Saturday through Friday, and paychecks arteilolised by supervisors on Wednesday for the preyio
week.

2.3 Lost or Stolen ChecksNVhenever an employee misplaces or loses a magkebr has a pay check stolen,
the event relating to the check must be immediatghprted to the supervisor, who will notify then&nce
Director.

2.4 Check CashingChecks may be cashed during lunch or break geri&mployees are not entitled to time
off to cash paychecks.

2.5 Expenses Employees who incur expenses in the pursuiffafial duties will be reimbursed upon
presentation of an Employee Expense Report withogpiate receipts. Mileage will be paid at thamé#i
Federal mileage reimbursement rate.
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ALBANY PARKING AUTHORITY
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EXECUTIVE DIRECTOR

The Executive Director works under guidance andation of the Parking Authority Board of Directoasid
has overall responsibility for implementing parksygtem policies approved by the Board to effebtive
manage facilities and to plan development of parkinoices and opportunities for the public.

Responsibilities and Duties
1. Recommends policy improvements, and prepar@siavelops plans for responsible growth and
maintenance of the parking system for considerdiiothe Parking Authority Board.
2. Selects managers and supervisors to admitietaily activities of the parking system.
3. Has responsibility to maximize revenue andimire expense.
4. Prepares and administers Parking Authorityremts and agreements
5. Supervises preparation of annual budgetsatipgrplans and periodic financial reports to measu
operating performance.
6. Coordinates the parking meter enforcementraragvith the Police Department.
7. Meets and confers with City officials to paipiate in and assist in economic development.
8. Coordinates activities of the parking systeitihwther transportation-related entities of theyCi
State, and private interests.
9. Performs as the Parking Authority’s chief exa®uofficer, providing leadership in the  abseont¢he
Parking Authority Board Chairman.

Quialifications

Ability to effectively manage a municipal pangg system.

Ability to plan for responsible growth and m@nance of the parking program.

Ability to establish and maintain satisfactoglationships with employees and the public.
Ability to issue clear verbal and written msttions.

Ability to understand and explain the parkprggram to the public.

akhwhPE

Special Requirements
Must have at least ten years successful experianmo@anaging municipal parking systems.
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DIRECTOR OF OPERATIONS

The Director of Operations is responsible to thedttive Director for effectively managing daily i&dies of
authority operating staff. The Director of Opevat regularly receives financial reports to analyzerating
performance, to schedule work assignments and &suane the productivity of operations employees.

Responsibilities and Duties
Works with the advice and guidance of the Exge Director.
Manages all day-to-day activities of parkiagility operations.
Recruits and recommends employment and tetimmaf all operations employees.
Coordinates training of all operations empésy/an accordance with the Operations Manual.
Reviews and coordinates performance activities| operations employees.
Maintains inventory of operating supplies.
Recommends modifications to improve the paylsiystem to the Executive Director.
Performs other tasks assigned by the ExecDiinextor.
Provides leadership in the absence of the lxecDirector.

©CoNo~whPE

Qualifications
Ability to supervise large numbers of opergtamployees.
Ability to issue clear verbal and written msttions.
Ability to deal effectively and cheerfully withe public.
Ability to understand and explain the parkjprggram to the public.

PwpdPE

Special Requirements
Must have at least five years supervisory ggpee in municipal parking operations.
Must have valid driver license and a good driviagard.

N =
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ALBANY PARKING AUTHORITY
POLICIES and PROCEDURES OPERATIONS MANUAL

DIRECTOR OF FINANCE

The Director of Finance is responsible to the Exgewirector for effectively managing daily actiyiof
authority finances, accounts for daily depositesfanue from authority facilities, and has respdhsilfor
maintaining records relating to parking revenue @perating expenses. The Director of Finance sdsees
as the personnel manager, and keeps expense reelatitsy to personnel, office and operating swgspland
government obligations.

RRhoo~NookwhE

PwpdPE

=

Responsibilities and Duties
Works with the advice and guidance of the Exge Director.
Maintains records of all financial activitie@scluding reconciliation of bank statements.
Initiates preparation of annual budgets.
Maintains computer systems to track revenukexpenses.
Prepares periodic reports and documents mglédi financial matters.
Maintains all customer accounts.
Coordinates annual financial audit of auttyorétcords.
Processes employee payroll and vendor disinenses.
Assists in resolving personnel matters.

. Performs other tasks assigned by the ExecDineztor
. Provides leadership in the absence of the ired Operations.

Qualifications

Ability to understand and practice basic actimg and auditing procedures

Ability to use computer systems for revenuetad and reports

Ability to accurately prepare reports, to coete forms and records

Ability to deal effectively and cheerfully \kithe public.
Special Requirements

Must have at least two-year accounting degrekfive years minimum experience in accounting for
multi-million dollar business.

Must be familiar with accounting systems aathputers.
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OFFICE MANAGER / FINANCE ASSISTANT

The Office Manager / Finance Assistant reporthieoRinance Director, and is responsible for eiffett
managing daily activity of main office operations;luding acting as primary customer service canf@cthe
office, processing mail, and assisting with spigmiajects as directed by the Executive Directat Bmance
Director. The Office Manager / Finance Assistaigo oversees daily garage activity reporting, keep
inventory of office and operating supplies, andi@ens tasks assigned by the Finance Director tstasgh
bookkeeping functions.

Responsibilities and Duties

Works with the advice and guidance of the riaDirector.

Reconciles daily garage reports, and assists Galagagers with resolving report preparation issues
Prepares invoices for parking meter bagging, vébda, and other miscellaneous items as necessary.
Prepares bills for payment, obtaining voucher digres when necessary. Records accounts payable item
in purchase journal / Quickbooks system.

Records customer payments in Quickbooks system.

Assists with CashKey customer purchases.

Monitors inventory of office and general supplies.

Assists Finance Director with maintaining garagstemer accounts.

Maintains customer lists and payments for misceltaus parking lots.
. Performs other tasks assigned by the FinanezDr.
. Performs other tasks assigned by the ExecDineztor.

PwbdPE

RO NOoO

Qualifications
Ability to deal effectively and cheerfully with thgublic.

Ability to understand and explain the parking peogrto the public.
Ability to accurately prepare and analyze reponts gecords.

Ability to issue clear verbal and written instructs.

Ability to use computer systems for revenue coraral reports.
Ability to accurately prepare reports, to complietens and records.

oakwNE

Special Requirements
Must be familiar with computers, specifically Exesld Word programs.
Must be familiar with basic bookkeeping procedures.
Must be familiar with Quickbooks or other computed accounting system.

wnN P
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PARKING METER & MAINTENANCE MANAGER

The Parking Meter & Maintenance Manager reporthi¢éoExecutive Director, and has responsibility for
effectively managing maintenance and collectionthefparking meter system. The Parking Meter &
Maintenance Manager is responsible for the dowmtmadf hand-held computers used in the collection
and maintenance of the meter system and the ptepacd parking meter reports. The Parking Meter &
Maintenance Manager also assigns tasks, monitoferpgnce, and maintains records relating to the
Maintenance unit.

Responsibilities and Duties:

1. Works with the advice and guidance of the Ekge Director.
2. Coordinates all activities related to collentand maintenance of the parking meter system.
3. Maintains performance of parking meters byhaaag daily, weekly, and monthly reports.
4. Maintains and prepares hand-held computersdibections and maintenance.
5. Performs downloading of hand-held computerd,assures accuracy of data input.
6. Monitors the parking meter system to tracknteiance, revenue and occupancy.
7. Prepares feasibility studies for improving anadifying the parking meter system.
8. Supervises Maintenance including developmeneaf methods, scheduling, and inventory control.
9. Performs other duties assigned by the Exeelivector.
Qualifications:
1. Ability to understand and maintain parking emetystems.
2. Ability to accurately prepare and analyze repand records.
3. Must be willing to work outdoors in all weatlmnditions.
4. Ability to deal effectively and cheerfully waithe public.

Special Requirements
1. Must be knowledgeable in managing of parkirgjansystems.2. Must have a valid driver license
and good driving record.

ALBANY PARKING AUTHORITY
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PARKING METER ON-STREET SUPERVISOR

The Parking Meter On-Street Supervisor reporthéoRarking Meter Manager, and has responsibility fo
effectively supervising maintenance and collectiohthe parking meter system. The Parking Meter On
Street Supervisor is responsible for the collecibmeter revenue, and the auditing of meter reeemd
maintenance. Based on this information plus diregiew of field conditions the On-Street Field Supsor
coordinates correction of any maintenance deficgsnassociated with meters and associated signage,
striping, and parking spaces.

Responsibilities and Duties:
Works with the advice and guidance of the PParkleter Manager.
Coordinates daily collection and maintenarfade parking meter system.
Coordinates baggings.
Responds to meter malfunctions
Supervises and performs meter installs, meadibns, and removals.
Performs other duties assigned by the Paildieiger Manager.

oA LNE

Qualifications:

Ability to understand and maintain parking emetystems.
Must be willing to work outdoors in all weathmnditions.
Ability to deal effectively and cheerfully withe public.

wnN P

Special Requirements
Must be knowledgeable in managing of parkingter systems.
2. Must have a valid driver license and goodidgvecord.
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ALBANY PARKING AUTHORITY
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PARKING METER SERVICES STAFF

The Parking Meter Services Staff reports to th&iRgrMeter On-Street Supervisor, and performs daily
maintenance, collections, meter audits, instalhstj@nd modifications for the parking meter system.
Correction of any maintenance deficiencies assediafith meters and associated signage, stripirdy, an
parking spaces is included in this job specifiqatio

NookwNpE
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Responsibilities and Duties:
Works with the advice and guidance of the Parkleter On-Street Supervisor.
Performs daily collection, maintenance, anditng of the parking meter system.
Performs baggings.
Responds to meter malfunctions
Performs meter installs, modifications, and reats
Performs snow removal as needed.
Performs other duties assigned by the ParkingM@n-Street Supervisor.

Qualifications:

Ability to understand and maintain parking eret
Must be willing to work outdoors in all weathmnditions.
Ability to deal effectively and cheerfully withe public.

Special Requirements
Must be capable of performing heavy physiabbl under variable weather conditions.
Must have a valid driver license and goodidgwecord.
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ALBANY PARKING AUTHORITY
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GARAGE MANAGER

The Garage Manager has responsibility for supergisashiers in the facility to which assigned asyabrts to
the Director of Operations for matters relatinggémage operations and to the Director of Financeiatters
relating to money handling.

Responsibilities and Duties:
1. Coordinates and supervises all daily actisibécashiers in the facility.
2. Verifies time and attendance of all garagdiess.
3. Assures neat and clean appearance of faailtiyof employees.
4. Prepares daily reports of exit transactiorgsfarancial activities for the Finance Directordan makes
daily bank deposits.
5. Inspects entire facility daily for maintenarazed supplies, and reports needs to the OperatioDgector.
6
7
8
9
1

Maintains revenue control system and repoblpms to Operations Director.
Monitors facility to assure maximum occupancy.
Reviews facility operations for improving amsdifying staffing and money handling.
. Substitutes for absent cashiers.
0. Performs other duties assigned by the Opemaflorector or the Finance Director .

Quialifications:

Ability to supervise a small group of opergtemployees.

Ability to issue clear verbal and written msitions.

Ability to accurately prepare and analyze repand records.
Ability to deal effectively and cheerfully withe public.

Ability to understand and explain the parkprggram to the public.

okrwbhpE

Special Requirements
. Must have extensive successful experiencaurkig garage operations
2. Must have a valid driver license and goodidgwvecord.
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GARAGE CASHIER | and 11

Garage Cashiers | and Il have responsibility fordliag parker transactions in exit booths of thality to
which assigned, and for maintaining the appearahtee surrounding environment. Cashiers repothéo
Garage Manager and are responsible for accuratihgrof money and tickets. A Garage Cashier Iyma
have responsibilities for opening or closing a pagkacility.

ok wNE

PobdPE

Responsibilities and Duties:
Maintains neat and clean appearance of sdltiaiiorm.
Keeps booth and surrounding area free of kttel debris.
Cheerfully greets parkers and accurately mee® exit transactions.
Prepares shift report of booth activity ancbreciles cash with register record.
Reports unusual occurrences to Garage Manager.
Performs other duties assigned by the Garamgealyer

Quialifications:

Ability to accurately process facility exiatrsactions and make proper change.
Ability to accurately reconcile daily work apdepare reports.

Ability to deal effectively and cheerfully \kithe public.

Ability to understand and explain the parkprggram to the public.

Special Requirements
Must be experienced in cash handling actwitie
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GENERAL MAINTENANCE

The General Maintenance employee has responsifalityhe repair and upkeep of parking facilitieslan
equipment, including performance of routine maiatee and housekeeping activities such as cleaning
and trash removal activities, and reports to théeki& Maintenance Manager.

Responsibilities and Duties:
1. Inspects parking facilities daily for mainteca conditions and advises the Meter & Maintenance
Manager.
2. Performs routine maintenance activities, ideig, but not limited to equipment and lighting
maintenance and repair, cleaning activities arghtramoval, operated motorized garage sweeper,
and performs snow plowing, melting and removal.
Maintains tools and equipment required foarepnd maintenance work.
Keeps accurate records of inventory, mainteaamd repairs.
Substitutes for absent cashiers.
Assists, when required, in meter collectiond gelated activities.
Performs other duties assigned by the Metbta8ntenance Manager.
Maintains neat and clean appearance of self aridrami

© Nk w

Qualifications:

Ability to understand verbal and written ingttions.
Ability to deal effectively and cheerfully weithe public and APA staff.

N =

Special Requirements
Must be familiar with parking garage operasi@md maintenance requirements.
Must be familiar with and able to make mingpairs to mechanical equipment.
Must have a valid driver license and goodidgwecord.
Must be able to operate motorized equipment.
Must be willing to work outdoors in all weatlenditions.

abrowbdPE
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MAINTENANCE WORKER/CASHIER

The Maintenance Worker / Cashier is directed byGheage Manager and has responsibility for perfogmi
routine maintenance and housekeeping activitieaintdnance Workers also assist in parking facility
cashiering and parking meter collections.

Responsibilities and Duties:
Performs routine maintenance, including, mitlimited to equipment maintenance and repair.
Assists in cleaning activities, including traemoval and snow removal.
Maintains neat and clean appearance of sdltiaiiorm.
Maintains required tools.
Operates motorized garage sweeper.
Substitutes for absent cashiers.
Assists, when required, in meter collections.
Performs other duties assigned by the Garagealykr.

ONoOORWNE

Qualifications:
Ability to understand verbal and written instions.

Ability to deal effectively and cheerfully withe public.

A

Special Requirements
Must be familiar with parking garage operasi@amd maintenance requirements.
Must be familiar with and able to make mingpairs to mechanical equipment.
Must have a valid driver license and goodidgwecord.
Must be able to operate motorized garage ssveep
Must be willing to work outdoors in all weather ciitons.

LR
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3. OVERTIME COMPENSATION

3.1 Statement of Overtime Polieyt is the policy of the Parking Authority thatertime work be held to a
minimum for budgetary purposes. Overtime, whemiregl by emergency and extraordinary situationsstmu
be authorized in advance by the Operations Dirdotoall personnel. Employees are expected togicce
overtime when it is in the interest of the Parkfaghority. Employees may only be excused for ataigle
reasons by the supervisor in coordination with@perations Director.

3.2 Covered EmployeesAll employees of the Parking Authority are caaeiby this policy. Hourly
employees of the Parking Authority are eligibleeton overtime pay. Salaried employees may only ear
compensatory time.

3.3 Employee ClassificationThere are two classifications of employees #sbéished under the United
States Department of Labor standarigempt andNon-Exempt. Exempt employees are n@xpected to work
overtime. Exempt employees include Executive DoedDperations Director and Finance Directhion-
Exempt employees arperiodically expected to work overtime. Non-Exd¢ramployees include all
employees other than the Exempt employees listedeab

3.4 Rate of Compensation and Compensatory Fien-Exempt hourlymployees shall receive overtime
compensation for work performed in excess of f(4ty) hours per week at a rate equal to one anchatie-
(1%) times their hourly rate of pay. Non-Exemgasad employees who are required to work beyond their
regularly scheduled work day shall receive compmgaime off for work performed in excess of 40un®
per week at a rate equal to one and one-half (b)stfor each hour worked. Exempt employees who a
required to work beyond their regularly schedul&c®ur work week shall be entitled to compensationg
on a straight-time basis for the time worked inesecof 35 hours.

3.5 Emergency Overtime and Call Backny hourly employee called back for emergenciydsuch as snow
removal, equipment malfunction or similar eventdiofving completion of regularly scheduled shiftuns,

will be paid for a minimum of two (2) hours at trete of one and one-half (1%2) times regular horatg of
pay. If the call back time assignment and the eyg®’s regular shift overlap, the employee willdagd call
back rate of one and one-half (1¥2) times regularlgoate of pay until completion of at least tw®) fours
work. The employee will then be paid for the bakaof regular work shift at straight time. Under n
circumstance will an employee be sent home duegglar schedule shift hours for the purpose ofdingi
payment of recall time. The two (2) hour minimuacall pay does not apply for pre-planned or scheztiul
overtime, such as annual garage wash-down.

3.6 Determination of Overtime Earne#iourly employees mustalidate all hours worked via time clock.
Total weekly hours shall exclu@gl absences from work and all time allowed foratse For purposes of
computing total weekly hours worked in a given weeke during which an employee is excused fromkwor
for holidays, vacation, personal leave, sick le@eenpensatory time off, or other time at full pslgall notbe
considered as time worked in determining overticumed. Salaried employees, in order to propertpat
for compensatory time, musalidate all hours worked via time clock.

3.7 Use of Compensatory Timéon-exempt, salaried employees’ compensatorg timist be used in the
calendar year in which it is earned. Time remajninused by June 3@vill be compensated in cash by July
15™and time remaining unused by Decembé? Wl be compensated in cash by December 31st. The
Executive Director is not eligible for cash compsren.

3.8 Special CasesCases not specifically covered by this sectionrusual cases shall be resolved by the
Executive Director with assistance of the OperationFinance Director.
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4. ATTENDANCE

4.1 Record of AttendanceA record of hours worked and leave used wilhisntained for all employees.
Falsifying attendance records or signing anothguleyee’s time card shall be cause for disciplirestion up
to, and including, termination.

4.2 Tardiness All employees are expected to arrive at workiore as scheduled and expected to remain at
work until scheduled departure time. Unauthoriabdences will be charged to the employee and may be
cause for disciplinary action, including terminatio

4.3 Notification When Unable to Report for Werkn employee who is unable to report for workuoable
to report on time, must notify the supervisor,tw person designated by the supervisor, as soposagle,
but not later than one-half hour prior to the stdithe employee’s scheduled shift. Failure tamrepbsence
or tardiness within the time frame specified issidared as an absence or tardiness without appvalis
subject to disciplinary action, including forfeieuof pay. Repeated failure to properly notify slpervisor
may result in termination.

4.4 | eave Request FormAny absence from work must be requested on ad B&quest Form, submitted at
least three days (72 hours) in advance of suchestgd absence from work. The only exceptionsiso th
directive are unexpected sickness or emergencyyareeds. Leave Request Forms are available ht bot
garages and at the main office.
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5. HOLIDAYS

5.1The Parking Authority observes the following holida

Holiday Date Staffing Requirements
New Year’'s Day January 1 Garage 1, 2 & 3 Closed
Martin Luther King Birthday % Monday in Jan. All Garages one-half staff
President’s Day "38Monday in Feb.  All Garages one-half staff
Memorial Day Last Monday in May Garage 1, 2 &8sed
Independence Day July 4 Garage 1, 2 & 3 Closed
Labor Day i'Monday in Sept.  Garage 1, 2 & 3 Closed
Columbus Day " Monday in Oct.  All Garages one-half staff
Veteran’s Day November 11 All Garages one-halff s
Thanksgiving Day A Thursday in Nov. Garage 1, 2 & 3 Closed
Friday After Thanksgiving A Friday in Nov. All Garages one-half staff
Christmas Day December 25 Garage 1, 2 & 3 Closed

5.2 Weekend HolidaysHolidays falling on a Saturday will be obsenadthe Friday immediately befotlbe
holiday. Sunday holidays will be observed on thenlflay immediately after

5.3 Holiday Work Schedulesin order to meet goals of providing satisfactseyvice to the users of Parking
Authority facilities, it is necessary that someiliies remain open twenty-four (24) hours per dsgven (7)
days per week. This impacts the holiday schedblkencertain facilities are required to be operbiminess
on a holiday. Those employees required to work doliday will be compensated for the normal amaint
scheduled hours worked as if the day was not a&pliand for additional hours worked as describdtie
following examples.

A) If an employee would normally be scheduled takmeight (8) hours on a day that falls on a holidayd
that employee actually works eight (8) hours onhtbkday, the employee will receive eight (8) horggular
pay and eight (8) hours holiday pay.

B) If an employee would normally be scheduled tokaour (4) hours on a day that falls on a holidaryd
that employee actually works eight (8) hours onttbkday, the employee will receive eight (8) horggular
pay and four (4) hours holiday pay.

C) If an employee works on a holiday that fallssoday of the week, which is not one of the emplyee
regular work days, the employee will receive congagiion for whatever hours are actually worked @n th
holiday.

5.4 Employee Holiday RotationEmployees who are trained for a particular pasitvill rotate holidays
where needed, allowing employees alternate oppitigsrior holidays. The supervisor may approved
scheduling changes when one employee, who is ttdoreand volunteers to fill in for another empleje
holiday shift, arranges scheduling with the affdaenployee. The Operations Director is authoriped
ultimately resolve all such schedule changes.

5.5 Holiday Pay Eligibility- In order to be eligible for holiday pay, an eoy#e must have worked his/her last
scheduled work day prior to the holiday dandg/her next scheduled work day following the #ali, orhave
received prior advance approval for absence oeedhboth of these scheduled work days.
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6. VACATION LEAVE

6.1 Vacation Eligibility- Employees qualify for paid annual vacation gyh A) are regular full time or part
time annual employees, B) have a minimum of spafénths continuous service, C) make a request for
vacation leave reasonably in advance of datesatesEmergency requests for vacation leave will be
considered under certain circumstances. Vacatwahbe apportioned throughout the year, subject to
reasonable staffing needs as determined by supewasisl Operations Director.

6.2 Vacation Credits Eligible employees shall earn vacation credithe rates listed below. The credits
accrue on a monthly basis.

Years of Service Accrual Rate Days per Year
1*'through &' Five-sixth of a day per month Ten (10)

5" through §' One and one-quarter days per month Fifteen (15)
10" and beyond One and two-thirds days per month TWe0)

New employees may be allowed to take up to fivee@@ned vacation days after six (6) months of cowtiis
service.

6.3 Accumulation of Vacation CreditEmployees may accumulate a maximum of thirty (80/s of unused
vacation leave. Upon separation or terminationréasons other than criminal conduct, an employitde
paid for unusedacation leave.

7. SICK LEAVE

7.1 Purpose of Sick LeaveThe purpose of sick leave is to provide emplsyeih protection against loss of
income because of iliness. Leave during illneghénemployee’s immediate family may be chargednaga
sick leave credits if approval is obtained from skiervisor and the Operations Director. Sick déearedits
should be considered as a type of insurance, andrdy to be used when necessary. Employees with
insufficient sick leave credits will not be paid fick days, except as provided in 7.4 below.

7.2 Accumulation of CreditsFull time or part time annual employees earn @)elay of sick leave for each
month in full pay status. Sick leave may be acdated up to a maximum of one hundred, sixty-fiveq)L
days. Employees who work less than full time mayeligible to earn sick leave on a prorated basis.

7.3 Medical DocumentationAn employee may be required to produce proaffreéss in the form of a
doctor’s certificate. Fraudulent or excessive efsgick leave may result in disciplinary actionndér certain
circumstances, use of sick leave may be consideregissive even when an employee has sufficienteasie
credits.

7.4 Catastrophic llinessin cases of catastrophic illness, the Execulivector with the assistance of the
Operations and Finance Directors may extend acdditisick leave credits up to a maximum of one €gry
at full or reduced rates. The award of sick leenaglits under this benefit will be based on akveaht
circumstances which shall include, but not be kalito, length of service, past work performandenatance
records, nature of the illness or injury and thespeal and financial situation of the employeepekiodic
review of the sick leave shall be made by the EtteeWirector.

7.5 Sick Leave Pay Eligibility Calling in for sick leave on the day immediatbsfore scheduled time off or
the day immediately following scheduled time ofais inappropriate use of sick leave, and will besidered
ineligible for sick leave pay.
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8. MISCELLANEOUSLEAVE

8.1 Jury Duty Employees called for jury duty are entitled tocpleave without charge to leave credits.
Leave granted will only cover the time requireddourt appearance and necessary travel. When an
employee is not required to be present for jurydilte employee is expected to report for work. An
employee is required to file a notice with the suer for all periods of absence for jury duty.

8.2 Time Off to Vote Employees who are required to work on an eledtimy and who do not have sufficient
time to vote before or after their regular shiftynee granted time off to vote.

8.3 Workers Compensation LeavEmployees may be eligible to receive Workers @ensation Leave when
absent because of occupational injury or disease.

8.4 Maternity Leave A permanent employee shall be granted matelegtye upon request. The employee
shall be allowed to perform duties and responsigdiof her position for so long as she is medycaiile.

Upon request and upon filing appropriate medicalevwce that the employee is unable to perform dutre
responsibilities due to pregnancy, the employe# beagranted a leave of absence without pay foergod of
up to six (6) months, which may be extended byEkecutive Director for up to one (1) year. Durthg
period of absence, the employee may use, at fyl/lgdhaccrued sick leave and vacation leave csedit
reduce the period of leave without pay.

8.5 Bereavement LeavePaid leave for a death in the immediate fanvilgich is defined as spouse, parents,
children, sister or brother, will be allowed upatonaximum of three (3) days. Beyond that perimde tmay
be charged against an employee’s accrued sick mav&cation leave credits.

8.6 Personal LeaveAll employees earn personal leave at the ratmef(1) day for each four (4) months of
service. This non-cumulative leave may be usegdosonal matters which cannot be attended todw®itsi
employee’s regular work schedule. Personal leameonlly accrue to a maximum of three (3) days, vewe
credits may be used in one-half (*2) hour units. eAployee must make the request to the superwvisor i
advance of the need for personal leave.

8.7 Military Service Leave An employee who is required to serve in thetanii forces of the United States
shall be granted military leave not to exceed yhiBD) days with no loss of time or compensatiamrspant to
Military Law, Sections 242 and 243. Relevant doeatation must be submitted to the supervisor for
transmission to the Parking Authority office.
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9. BENEFITSAND SERVICES

9.1 Health InsuranceA health insurance program is available to finle employees who regularly work a
minimum of thirty (30) hours per week. The Authipiprogram provides employees and their families with
comprehensive health insurance protection. Ekgérhployees at the time of appointment may enooll f
health insurance provided by the Parking AuthorEmployees appointed after April 1, 1994, are resglito
contribute to the cost of health insurance progranike rate of twenty-five (25) percent for fantlyverage,
twenty (20) percent for employee and spouse coeeiayd ten (10) percent for individual coverage.
Payments are made through payroll deduction.

9.2 Separate Health Coverag&n employee who has or is eligible for healthurance coverage, and who
can show evidence of adequate coverage on anatkernsurance program, with, for example, a spouse
employed elsewhere, may elect no coverage. Emgdoyho exercise this option may be reimbursed
annually up to five hundred dollars ($500) for fgntioverage, and up to two hundred and fifty ($2/60)
individual coverage. If, at any time, an emplogéects to exercise the no-coverage option, them &tooses
reinstatement, the employee will be required tolpagk a prorated share of buyout moneys receivadglu
the year. Requests for reimbursement when theomerage option is selected must be made in writirtg
later than December 31 of the year in which theleyse is eligible for reimbursement. Additionalproof
of alternate coverage must be submitted with theest.

9.3 Health Insurance During Leave of AbseAtan employee is on leave of absence without pay
covered by the Family and Medical Leave Act, thekipg Authority will provide health insurance coage
for twenty-eight (28) days after commencement afée Employees desiring to maintain coverage tbast
twenty-eight (28) day period will be required toygheir entire health insurance premium through
arrangement with the Finance Director.

9.4 New York State Employee’s Retirement Systdamployees are enrolled in the New York State
Employee’s Retirement System at the time of appoemt. Employees are provided with information and
briefing on the program at the time of enroliment.

9.5 Workers CompensatienNorkers compensation insurance provides pratedbor medical expenses and
loss of wages resulting from an occupational inpuryliness. An employee injured as a result obarthe-
job accident should seek first-aid treatment, #mkcessary, however minor, consult a physician.injured
employee should report any accident to the supmrais soon as practical in order that an accidsgudrt can
be filed with the Parking Authority office. Faikiby an employee or supervisor to promptly report a
accident may result in a denial of any later cliomWorkers Compensation.

9.6 Credit Union The State Employees Federal Credit Union (SEFR€@yailable for membership by
Parking Authority employees. A range of savingd lran services are available at the Credit Union.
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10. DISCIPLINARY ACTION

10.1 Disciplinary Action All discipline will be imposed in accordance WiCivil Service Law and Rules.
All discipline imposed will be documented in wriginwith a copy placed in the employee's personndéefo
and a copy provided to the employee.
10.2 Progressive Disciplindt is the Parking Authority's policy to apply gressive discipline for the
purpose of correcting minor shortcomings in empéogenduct, performance and attendance as sperified
this Operations Manual. To the extent possibles, plalicy will be applied with the goal of improving
performance and allowing employees to retain thegitions.
a) For a first infraction the penalty shall be aal evarning.
b) For a second infraction the penalty shall berahwarning or a written warning.
c) For a third infraction the penalty shall be aal evarning, a written warning, demotion in pay
and/or grade or a suspension without pay of betwaen(1) and thirty (30) days.
d) For subsequent infractions the penalty shaliberal warning, a written warning, demotion in pay
and/or grade, a suspension without pay of betwaen(b) Oand thirty (30) days or termination of
employment.
Serious infractions do not require the impositibcarective discipline and will be addressed arase-by-
case basis. Serious infractions, including crithammduct, may result in termination of employmesithout
progressive discipline.
10.3 Money ShortagesAll employees accept, as a condition of employtheesponsibility for cash and other
monetary instruments in their immediate control eace. Except for extraordinary events beyond the
employee's control, (fire, robbery etc.) supensgsaashiers and others who handle money are expercte
accurately account for all transactions in whicgythre involved. All employees who directly hancleh are
responsible for making up any shortages, which atayr while they are on duty. Reimbursement must be
made from personal funds by the next succeedinglpgy During any ninety (90) day period, shortagfes
one (1) dollar or more will be disciplined as sfiiedi in 10.2 above.
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11. GRIEVANCES
11.1 Statement of Purposé is the Parking Authority’s policy and obligam to cooperate with employees to
resolve questions, problems or grievances relatednditions of employment. Employees should ekjmec
receive prompt and fair consideration of complaantd grievances.
11.2 Declaration of PolicyIn order to establish a harmonious and cooperaélationship among the
Parking Authority and employees, it is the purpofthis grievance procedure to provide for the able
settlement of differences between the Parking Atthand employees through a process by which
employees may present grievances, free from conwgenference, restraint, discrimination or regkis
Provisions of this procedure shall be liberally stoned to accomplish this purpose. The followiefjrdtion
of grievance shall apply: _*“grievaricghall mean any claimed violation, misrepresentatr inequitable
application of existing rules, procedures, regoladi administrative orders or work rules of thehuity
which relate to or involve an individual employeaesapervisor.
11.3 Basic Standards and Principlés/ery employee shall have the right to presagrievance in
accordance with the provisions of this section.alAthree steps of the grievance procedure an@aplhas
the right to be represented. It shall be a funddaat@esponsibility of supervisors at all levelsmanensurate
with authority delegated to them, to promptly talggropriate action upon presented grievances pesséy
employees under their supervision. It shall berisponsibility of the Executive Director to takeps as may
be necessary to give effect to the provisions isf¢bction. Excessive submission of grievancesnby
individual may be considered as unreasonable amat@lerance to supervision on the part of an eygso
resulting in termination of employment for the gamidhe Authority.
11.4 Grievance Procedure
Step 1- An employee must present a grievance to the idnate supervisor. The grievance must be presented
within fifteen (15) days of its occurrence. The@srvisor shall, to the extent deemed appropriatesalt with
the Operations Director. The discussion and reisolwf the grievance at the first step shall beaorerbal
and informal basis. The informal Step 1 decisioallsoe made within five (5) working days of thétie
presentation. If the grievance is not satisfatjtoasolved at Step 1, the employee may proce&ldp 2.
Step 2- The aggrieved employee may request a revieWweoftievance by the Executive Director within five
(5) working days of either receiving the Step lisiea or when the decision was due. The aggrieved
employee and the immediate supervisor shall edemisuo the Executive Director a written statemsetting
forth the specific nature of the grievance andrétevant facts. The Executive Director shall hat tequest of
the employee, hold an informal meeting at whichegh®loyee or representative may appear and present
written statements or arguments. The Step 2 adecshall be rendered in writing within five (5) waorg
days of its presentation.
Step 3- (A) An employee may appeal a determinatiothgyExecutive Director to the Board of Directofs o
the Parking Authority. The employee shall be gedrd hearing by the Board at which the employedheas
right to be represented. The grievance must bmstdal to the Board within ten (10) work days of tthate
the Step 2 decision was received or should have teeived. The Board hearing will be scheduldtiiwia
reasonable time frame.

(B) The decision of the Board shalhtain a statement of the Board’s findings andatsclusions.
This decision shall be final and shall be rendevedin ten (10) work days of the hearing. The $&any of
the Board shall send a copy of the Board decisiaath employee involved, to the representativasyj, to
the supervisor and to the Executive Director.
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12. PERSONAL HISTORY

12.1 Employee FolderThe Parking Authority office maintains for eaamployee a personal history folder
which contains, beginning from the time of appoieti) copies of personnel transactions, performance
appraisals and other official employee correspooeemd information. Except for routine personnel
transactions and certain letters of recommendatimained in connection with the employee’s initial
appointment, a copy of any document placed inalsef will be provided to the employee at the tiine
material is placed in the folder. Employees mayew the materials in the personal folder upon terit
request and are entitled to reply in writing to thiryg contained in the file considered unfavorahlg] the
reply will become part of the folder.

12.2 Personal DataEmployees are obligated to promptly advise stipers of current address and phone
number, and name, address and telephone numbegren$an to be contacted in the event of an emeygenc
involving the employee. Supervisors will advise thain office of changes.

12.3 Personal PropertyThe Authority is not responsible for the losstweft of employee personal property at
work sites.
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13. DRUG-FREE WORKPLACE POLICY

13.1 Purpose of PolicyThe Parking Authority policy complies with thederal Drug-Free Workplace Act of
1988, and recognizes the importance of maintaiaisgfe, efficient and healthful workplace, as aslpublic
confidence in the integrity of the Authority. Thee and abuse of controlled substances places peegland
the public at risk. The Parking Authority recogszhat addiction can pose serious risk to arviidaal’s
health and safety, and can be detrimental to cdaver it also considers that drug addiction istalel® and
that those suffering from drug addiction shoulcebeouraged to seek treatment before disciplinaigrac
becomes necessary, whenever possible.

13.2 Drug-Free Workplace PolieyThe Parking Authority absolutely prohibits theeyconsumption, sale,
purchase, transfer and/or possession of any ctedrsubstance by any employee during working haarrs,
while representing the Parking Authority, or wiole any Parking Authority premises. Because theiseiof
controlled substances is always illegal, its ugsida the workplace reflects adversely on the kigindards
attending public service. Accordingly, the Parkiagthority will, to the extent possible, work with
employees suffering from drug abuse and/or addidboassure that they receive all available medical
assistance under the health insurance plan selbgtéd employee.

13.3 Definition- “Controlled Substance” shall include those sabsés currently listed in Public Health Law,
and amendments which may from time to time be atbpThis definition is not intended to include
prescription drugs being used by the prescriptioddr for prescribed purposes. This definitionlisalao be
applied to the word “drug” wherever it appearshis tsection.

13.4 Sanctions Violations of this drug-free workplace policy yngesult in disciplinary action, including
dismissal for the first offense.

(A) Voluntary Acknowledgment The Parking Authority office will work with angmployee, who
voluntarily acknowledges that he or she has a draglem, to obtain necessary treatment availabtieuthe
employee’s health insurance plan. In the casadftpne or seasonal employees who are not cougred
health insurance, the Parking Authority office witbrk with the employee to assist in making conteit
appropriate community-based substance abuse s&rvice

(B) Involuntary AcknowledgmentAll disciplinary action will be taken in acconaee with Operations
Manual procedures. Disciplinary action may be susled to allow for drug treatment. If treatmeneisised
or unsuccessful, disciplinary action will be resaime
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14. SEXUAL HARASSMENT POLICY

14.1 Definition- Sexual harassment is a form of sex discrimima@md it is a violation of Title VII of the
Civil Rights Act, the New York State Human Rightaw, and this policy. The Parking Authority profgbi
sexual harassment in the workplace and will, coasisvith applicable Civil Service Law, initiate
disciplinary action up to and including dismissal &nyone who violates this policy.

14.2 Prohibited BehaviorSexual harassment includes such prohibited behas unwelcome sexual

advances, requests for sexual favors or other vvartabphysical conduct of a sexual nature when:

A) submission to the conduct is either explicitly mpiicitly a term or condition of employment, or

B) submission to, or rejection of, the conduct is used basis for an employment decision affectieg th
person rejecting or submitting to the conduct, or

C) the conduct has the purpose or effect of unreaspiabrfering with an employee’s work performance,
or creating an intimidating, hostile or offensiverk environment.

14.3 Complaint Procedur&exual harassment complaints and reports sheupddmptly brought to the

attention of the Parking Authority office. An eropee, male or female, who participates in this pdore as

a complainant or witness, may do so without fearetaliation. Retaliation against someone whofited a

complaint will not be permitted and will resultsirong disciplinary action. A confidential invegtion will

be immediately commenced as follows.

A) Any person with a complaint of sexual harassmeatkhcontact the Parking Authority within thirtyQ3
workdays of the occurrence or last incident.

B) The Executive Director will meet with the complam&o explain the procedure designed to investigate
complaint and will outline other options availaldech as filing a complaint with State and/or Fatler
compliance agencies.

C) If requested to do so, the Executive Director willestigate the complaint by:

1. interviewing complainant and witnesses, if any, emdewing pertinent documents, if any,

2. interviewing the employee whose behavior has babjest of the complaint, informing said
employee of the allegations brought forth and pimg an opportunity to respond to the
allegations,

3. determining any other courses of action necessafylly understand the circumstances.

D) Upon completion of this investigation, and withimirty (30) days, the Executive Director shall subani
written report with recommendations to the Parkughority Board of Directors. Within the same time
frame a copy of the report shall be transmittethéosupervisor of the affected employee about wtiem
complaint was first made.

E) The Parking Authority Board of Directors shall ren@ decision and make a recommendation in writing
within thirty (30) days of receiving the reporttbe Executive Director. The decision of the Boaird
Directors will be final.

14.4 Sanctions Sanctions will be enforced against any emplayke is found to have sexually harassed

another employee as outlined in this section. S@mwill be enforced against managers or supersig’/ho

fail to consult the Parking Authority office afteaving received a complaint in any form from an &ype
who claims to have been sexually harassed. Sasondl be enforced against an employee who knolying
makes false allegations of sexual harassment.
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15. WORKPLACE SMOKING POLICY

15.1 New York State LawIn accordance with Article XIl E, Section 139@Nseg., of the Public Health Law
of the State of New York, the Parking Authority tzatopted the following policy on the smoking ofacbo
products in the workplace.

15.2 Purpose The purpose of this policy is to accommodatertdeds of both smoking and non-smoking

employees in accordance with New State law in aneagenerally accessible to the public. Non-smgki

employees are entitled to work in an area whidmske free.

A) Non-smoking areas are smoke-free areas where nkirsgns permitted and where the drift of smoke
from smoking areas is negligible. These areasheiltlearly designated and separate from areaswher
smoking is allowed.

B) Smoking is prohibited in rest rooms and in elevator

C) Smoking areas include an employee’s enclosed privfice.

D) Work areas or enclosed rooms may be designatedasrg areas if all employees who work in the area
agree to the designation.

16. WORKPLACE CONDUCT POLICY

16.1 Purpose and Explanation of Policlo successfully carry out the mission of theki®ay Authority it is

necessary that employees diligently conduct therasedt all times in a manner which places sernadee

public in uppermost priority.

A) All directions from supervisors should be fulfilled promptly as possible.

B) Employees should act with professional demeanal &tmes, and they should avoid loud talking or
laughing particularly when visitors are presentha supervisor is using the telephone. Disagre&nen
should be quiet and private.

C) Employees should work in a cooperative spirit aravigle assistance to fellow employees when reqdeste
and to the public when practicable.

D) Employees are expected to be clean and well-gro@neli times.

E) Employees are expected to maintain an orderly wpece, which should be left in a neat and clean
condition for the subsequent shift.

F) Employees shall always present and conduct theesél a manner so as to deserve public respect and
approval.

16. 2 Disciplinary Action Failure to conduct oneself in an appropriate meamay result in disciplinary

action which, upon repeated incidence, could leaslispension or dismissal.
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17. CODE OF CONDUCT

17.1 General ProvisionsEmployee conduct must appropriately represenidirking Authority Board of

Directors. Conduct indirectly represents the ©itAlbany, its citizens and elected officials, asliw

17.2 Prohibited ConduetViolations of prohibited conduct may be consetkjustification for disciplinary

action or dismissal. Prohibited conduct includes,is not limited to, the following:

A) failure to perform duties as required or directed,

B) failure to use common courtesy, even during difficirccumstances, in all dealings with the public,

C) acceptance of a gratuity or gift of any kind in geation with official duties,

D) acceptance of employment elsewhere which interfeiés or adversely affects, duties and performance
as an employee of the Parking Authority,

E) failure to report an unusual event or accident,

F) possession or use of intoxicants or non-prescritvteds while on duty or immediately prior to repogi
for duty,

G) failure to report within reasonable time a changaddress or telephone number,

H) failure to refer news media inquiries to the Pagkéruthority office,

[) reporting to work without a complete and presermaiviiform,

J) knowingly associate, fraternize, transact busimagsor have dealings with criminals or personsageyl
in unlawful activities, or with groups advocatingaveating strife, disunity or hatred,

K) failing to report to the supervisor observed wrdgng by another employee, and/or performing any
dishonest activity related to Parking Authority regs.

17.3 Integrity-Employees shall never engage in conduct whicleely affects the Parking Authority or the

public. Any violation of these rules may be coeset! justification for disciplinary action or temaition. It

is inappropriate and a violation of integrity to:

A) grant any unauthorized privileges or favorg@mnection with official duties,

B) make any false entry or false claim on any officedord, report, or form,

C) disclose to any unauthorized person informatioatied) to records, operations or activities of tiagkihg
Authority unless so delegated by the supervisor,

D) fail to report immediately any arrest either whole duty or off duty,

E) clock in or out, or sign the time card for any athmployee,

F) observe a violation of rules without reporting thelation to a supervisor.

17.4 Behavior With regard to behavior, it is inappropriate to:

A) use indecent or profane language towards the pabkolleague, or fail to give prompt, polite and
efficient treatment to the public,

B) create or induce any breach of peace while on duty,

C) be insubordinate, insolent or impudent to superiors

D) sleep or malinger while on duty,

E) commit any illegal act,

F) gamble in any form while on duty,

G) carry on your person or have on Parking Authorignpises or vehicle any unauthorized firearm, kaife
other weapon.
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17. CODE OF CONDUCT (continued)

17.5 Attendance With regard to attendance, it is a violation to:

A) engage in other vocations or employment which fateror conflict with the regular hours or termsian
conditions of employment, or which impair the enygle's efficiency,

B) be absent from work or assignment without the sjpespproval of a Supervisor,

C) fail to supply, upon request from the supervisocumentation or doctor's certificate to verify r@as
given for any duration of absence,

D) work while ill, or fail to report sickness or injuto the supervisor immediately,

E) engage in activities during working hours not carted with official business,

F) be excessively or habitually late or absent fromnknary assigned duties,

G) be absent without authorized leave or withaliirtg in sick according to established procedure,

H) refuse to work overtime when, in the opiniortled supervisor, such overtime work is necessary,

(An employee may be excused from such overtime wpda presentation of a reason acceptable to the
supervisor.)

17.6 AppearanceUniformed employees must wear all provided seakoniform apparel as specified by the

supervisor. Employees are responsible for keepiiigrms clean and presentable. With regard ttoumis,

it is prohibited to:

A) report for duty without proper uniform,

B) fail to maintain neat and clean appearance,

C) fail to wear uniform while on duty unless authodz®y supervisor,

D) wear inappropriate or excess jewelry,

E) fail to keep facial hair neatly groomed at all tsne

17.7 Property The following acts are prohibited

A) use or permit the use of vehicles, materials ofpenent belonging to the Parking Authority for
unauthorized purposes,

B) use Parking Authority telephone, fax, or office gligs for unauthorized activity,

C) permit property to be damaged, lost or used imptppe

D) fail to report any accidents, resulting in injunypoperty damage, however slight,

E) without authorization operate, use, or ride in ekidg Authority vehicle, or permit any person tceogte,
use, or ride in such vehicle,

F) use gasoline or oil purchased for Parking Authasgg for any unauthorized purpose or for any vehicl
other than Parking Authority equipment, or faihi@ve proper amounts of gasoline, oil and water in
vehicle before starting tour of duty,

G) fail to inspect vehicles or equipment for safetyrapair or fluids before use,

H) fail to exercise care in preventing an accidentevbperating an assigned vehicle or other equipment

) leave, or permit to be left, any assigned vehiclequipment unattended, on any public thoroughfare
without proper authorization, or leave it runnintattended,

J) fail to report to the supervisor observed damagdeaiking Authority property.
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18. PUBLIC COMMUNICATIONS

18.1 Media CommunicationsAs a public corporation, the Parking Authorigshon occasion an obligation to
answer inquiries from newspapers, radio and tamvi®urnalists. Responses to media questions must
always be forthright and honest. When an immediagaver is impractical because complete informason
not at hand, it is appropriate for an authorizeakegperson to reply upon obtaining accurate ancgtzim
information.

18.2 Authorized Spokespersonls is an infraction of protocol and the provisgoof this Operations Manual
for an unauthorized employee to respond to jousts&lquestions regarding Parking Authority actesti The
Chairman and Board of Directors of the Parking Awitly and the Executive Director are the only auitex
spokespersons. An authorized spokesperson orggmds to questions insofar as they affect the Rgrki
Authority, and recommends that questions affeatithger City agencies be referred to the approppatey.
18.3 Telephone and Messagdsis important that employees who answer tetgghinquiries respond
promptly in referring questions and messages td*dr&ing Authority office. It is appropriate tdfee callers
to the office by providing them with the corredetghone number.

18.4 Emergenciesin cases of emergencies and during times wheR#nking Authority office is closed or
inactive because all office employees are ous, @ppropriate to call the Executive Director at bdjafter
hours) or to page the Operations Director, dependimthe nature of the emergency , and when, in the
judgment of the employee observing the emergencyyelevant that management staff be immediately
alerted.
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19. REVENUE CONTROL POLICY

19.1 Purpose The primary purpose of this revenue control@ois to emphasize the importance of
understanding that all income produced in ParkinthArity operations gets safely to the bank. Hzafking
facility may have different requirements for reveraontrol procedures, however the goal is alwayotect
all funds due and to keep all funds safe.

19.2 Process The money handling process begins at the tirsh sareceived for the purchase of time used at
parking facilities. The process includes accueaieé complete handling of money and tickets where
applicable, security of cash registers, keys ankdpparking meters and safes.

19.3 Responsibility All employees directly involved in the handlinfcash collection and processing are
responsible for accuracy in their accounting okiPay Authority moneys and are required to be cagtim
their procedures for transferring funds. Seveseidlinary action will be applied for improper hdind of
money. Each cashier is responsible for initiauaate handling of tickets and cash on their shithe
supervisor, usually a Garage Manager, is respanfiblaccurate reconciliation of cashier activityghift end,
and for accurately making up deposit packages ansiaffekeeping until funds are transferred to dekb
Each parking meter collector is responsible foipprty collecting, auditing and re-locking meteronp
collection. The supervisor, usually the Parkingéélanager, is responsible for delivery of comsite
bank and for safekeeping of all parking meter keys.

19.4 ProceduresBasic money handling procedures are a constamtiving process, which may be amended
from time to time when improvements can be madegtdgen operations or when more sophisticated
equipment is installed. Daily, weekly and montaldits of daily activities are required both foviesv of
accuracy and to obtain management informationinglad occupancy and budget. Change funds are to b
kept in a safe place until needed for cashierinityiies. Basic procedures for opening, operaang closing
of parking facilities also relate to revenue cohtso that all parkers are accounted for in ovdrhigventories
and logging of plate numbers. These proceduredeweloped by the Garage Manager in cooperatidm wit
the Operations Director, and approved by the Exesirector, who ultimately has responsibility tlzl
Parking Authority facilities function properly asdccessfully meet budget requirements while sertring
public. Procedures for revenue control relatingddking meters are developed by the Parking Meter
Manager in consultation with the Finance Direcémd approved by the Executive Director.
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20. SECURITY

20.1 Purpose The investment made by the Parking Authoritpamking facilities and parking meters
mandates that care be taken by all employees te suale the investment is protected against loggigeace
and mismanagement. Employees and supervisorstsheudlert at all times for suspicious-looking paisin
parking facilities, and should report the presenfcanyone believed not to be a parker. Anyone sé®ms to
be wandering through a facility should be approddmed asked if they need assistance. If they have
business in the facility, courteously ask themetve, and report the circumstances immediatelyao t
Operations Director.

20.2 Responsibilities Employees are responsible for locking cash draxaad booths when they are out of
the vicinity for rest room visits or other absenc&ash drawers of registers are awye left hanging open
when there is no shift scheduled in a booth soahgtobserver can see through the window that ikere
cash present. Supervisors are responsible fortororg cashier absences and for locking facilitiycels and
store rooms during their own absences, and clakimg facilities at closing time or securing unneskde
openings during partial shutdown periods. The iRgrkleter Manager is responsible for the safekegpimd
security of parking meter keys, supplies, metetspand meter collection equipment during closed$iou
20.3 Key Control A record is kept of every key issued to emplsyleg supervisors. A Key Log is
maintained in the Parking Authority office. Whamemployee terminates employment, all keys issaede
employee must be returned before receiving a pagtheck.

20.4 Key IssuanceKeys for revenue control equipment, such asiéragates, are issued only for the duration
of a repair-related work assignment. Keys for met#lections are issued only for the durationhsf t
collection period. Such keys are required to j#t kea safe place between issue times. Parkirtgrme
collection and maintenance keys are only issuedlsameously to the Parking Meter Manager. Coltacti
personnel carry only collection keys. Collectiay% for a specific route are issued at the beggnafn
collections and returned at the end of collectio@sllection keys are never retained by an employee
overnight. Collection receptacles (bins), whenmatd empty by the bank, should always be retuwitd
the bank’s padlock already secure.
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21. CARE AND USE OF PROPERTY

21.1 Motor Vehicles LogA maintenance log shall be kept for each Parlinthority vehicle and for its daily
use by the appropriate supervisor, who is resptaib assuring assigned drivers are capable qfgrtp
operating vehicles before making assignments aaidetimployees record specified information each ame
vehicle is checked out.

21.2 Operation of VehiclesBefore an employee is authorized to operaterkiftpAuthority vehicle, the
appropriate supervisor will conduct a test driveeiew the employee's ability to drive competeathyl
safely. Motor vehicles shall not be taken outsiiassigned areas without permission of the appatgr
supervisor, except while traveling directly to eturning from the assigned area. Every employes wh
operates a Parking Authority motor vehicle mustspss a valid New York State operator's license, the
number of which shall be on record with the Parkdughority office. Driving a Parking Authority vétie
without a valid license will result in severe d@aary action.

21.3 Maintenance Employees shall be held strictly accountabletierserviceability and general condition
of motor vehicles assigned to them. Vehicles dbalsimultaneously inspected from time to timehm®y t
Operations Director and the appropriate supervigar.operator shall promptly report to the apprafei
supervisor the loss or damage of any tire, accgssopart of a motor vehicle in their care. Wheporting
for duty, the operator of a vehicle shall carefitigpect the assigned vehicle for serviceable ¢mmdi When
making the inspection, the operator will determntimes:

A) sufficient fuel is in the tank and the proenount of fluids are in the vehicle; if fuel orifis
are needed, or if repairs or other service is ngeitie operator will have the vehicle properly sszd before
starting his duties,

B) brakes, lights, windshield wipers and warnidgyices are working properly, tires are properly
inflated, and all equipment assigned to the vehgla serviceable condition.

21.4 Safe Driving Policy When operating a Parking Authority motor vehiea employee must show every
courtesy to other drivers, obey all traffic sigmsl draffic regulations, obey all other lawful autityy and
handle the vehicle in a manner which will fostavithg safety in others and create a favorable irsgion of
the Parking Authority. The operator must pulllie turb to avoid impeding traffic during businest\ties.
Employees are liable for any traffic violations dimeks incurred during duty hours. The Parkinghutty

has no exemption from traffic or parking regulaidhat apply to non-emergency vehicles.

21.5 Other Equipment and Tocl&xcept for license requirements, the MaintengBggervisor is responsible
for similar logs, check-out, maintenance and sateaf all other Parking Authority maintenance emept
and tools. The Maintenance Supervisor is resptnb issuing all tools and equipment needed for a
employee's assignment. Employees shall check émalequipment for proper working condition before
starting the assignment. Employees are resporfsibéxercising care in the use of all tools andipipent.
Repair or replacement costs resulting from lossaonage due to neglectful or reckless use or behmay

be deducted from pay. Any loss, breakage or melfoning shall be reported immediately to the sujser.
21.6 Care of FacilitiesUnder guidance from the Operations Director,Ga@age Managers and Maintenance
Supervisor have responsibility for satisfactory &intely cleaning and repair of parking facilitieSuspected
structural repairs or failures are to be immedjabebught to the attention of the Executive Directo
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22. UNIFORM S

22.1 Uniform and Appearancerlhe term "uniform” shall include the followingtigles: shirts, trousers, hats,
sweaters, light jackets, winter coats and namesglal he term “personal clothing” shall mean:
undergarments, socks/stockings, belts, shoes, giermderwear, gloves and scarves. Uniforms andialfi
equipment will be furnished by the Parking AuthariPersonal accessories will be furnished by each
employee. Employees will wear the approved unifand necessary personal clothing and accessoradls at
times while on duty. No part of the uniform mayvern for off-duty activities except when travelit@or
from work. Uniforms shall be kept clean and in goepair at all times. Uniform items with buttorisa$ be
kept buttoned. Alterations, variations or additida the uniform, without the approval of the Swmar are
prohibited.

22.2 Accountability for Uniforms Each employee shall report for duty as schedwigdthe prescribed
uniform for the current seasonal period in whioh dluty is being performed and as prescribed inracvay
the supervisor. Employees will be held strictlg@amtable for the proper care, use and maintenafnaie
articles of uniform and official equipment furnigheAfter initial issuance for the articles of wmif, all
items will be replaced by the Parking Authorityamas needed basis. An old item being replaced neus
returned. Any employee who loses or damages anumibr any official equipment shall immediately oep
such damage or loss, in writing, to the Supervidhere it is shown that such loss or damage wasechby
employee negligence, the employee shall be requiregblace such property at their own expensé. Al
uniforms and equipment are the property of the iRgriuthority, and must be returned upon resigmatio
termination. The Parking Authority may withhold amployee's final pay pending return of unifornmige
22.3 ldentification Name PlateThe identification name plate shall be worn insible place (such as over
the left breast) at all times by employees whiledaty and in uniform. The name plate assists th#ipin
identifying the employee to whom they are speakihgn seeking information, and it helps the public
identify a discourteous or rude employee. Abseridhe identification name plate in a visible ldoaton the
uniform of an employee will result in disciplinaagtion.

23. CHAIN OF COMMAND

23.1 Purpose - The Parking Authority manages aismillion dollar business for the City of Albanyt is
important that all employees understand and respealelegation of duties and responsibilities ahain of
command where some have greater responsibilitié®ters have less. The Organization Chart afrrtime
of this Operations Manual displays the chain of s@nd. It shows how certain positions report to
supervisory positions, and supervisors and managpost to the Board of Directors of the Parkingt#arity.
The Board of Directors adopts the policies and @doces to best serve the public. Employees faighfu
implement the policies and procedures to the bigtiedr ability.

Pages2



