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1. PURPOSE
The purpose of this policy is to establish a consistent, documented, and administratively accountable process for requesting driver time off, reporting sick leave, maintaining driver availability records, and managing transportation scheduling.
Due to the variable nature of Non-Medical Transportation (NMT) and Non-Emergency Medical Transportation (NEMT) services, drivers do not necessarily work fixed daily schedules or predetermined hours. Transportation assignments are based on member transportation needs, driver availability, vehicle availability, trip locations, scheduling requirements, and other operational considerations.
This policy is intended to:
· Establish consistent communication and documentation requirements for driver absences and availability changes.
· Support effective transportation scheduling and continuity of services.
· Clarify the procedures for requesting unpaid time off and reporting sick leave.
· Establish management responsibilities for reviewing requests and maintaining scheduling records.
· Ensure appropriate administration and verification of paid sick leave.
· Prevent unauthorized changes to assigned transportation trips.
· Promote operational accountability and consistent application of District procedures.
2. SCOPE
This policy applies to all District drivers providing NMT/NEMT services through the HTS transportation program, regardless of employment classification or individual scheduling arrangements.
This policy shall be administered in conjunction with the District's existing personnel policies, Sick Leave Policy, Employee Handbook, and governing laws.
3. POLICY STATEMENT
All drivers must follow the District's established procedures for requesting time off and reporting changes in availability.
The following requirements apply to all drivers:
1. Time-Off Requests: If a driver needs time off during a day or time they are normally available to work, they must submit a request by email to the HTS Manager.
2. Regular Days Off: Drivers do not need to request time off for days or times already listed as unavailable on their current Driver Availability Form.
3. Changes in Availability: Drivers who need to change their regular availability must complete and submit an updated Driver Availability Form to the District.
4. Approval of Unpaid Time Off: Sending an email does not mean the requested time off is approved. Drivers must receive an approval email from the HTS Manager before considering planned unpaid time off approved.
5. Sick Leave: Drivers must notify the HTS Manager via email when requesting sick leave. All sick leave will be handled according to the District's Sick Leave Policy and applicable law.
6. Scheduling Authority: The HTS Manager is responsible for reviewing time-off requests, confirming approvals, and making necessary changes to driver schedules. Drivers may not independently change or exchange assigned trips.
4. ESTABLISHED DRIVER AVAILABILITY
4.1 Regularly Scheduled Unavailable Days
Drivers who have regularly scheduled unavailable days documented on their current Driver Availability Form shall not be required to submit individual time-off requests for those established periods.
Management shall use the availability information maintained by the District when preparing and assigning transportation schedules.
A time-off request is required when a driver seeks to be unavailable during a day or time that the driver's current Driver Availability Form identifies as available for work.
4.2 Changes to Regular Availability
Drivers requesting a temporary or permanent change to their established regular availability shall:
1. Request a Driver Availability Form from the HTS Manager.
2. Complete the form to identify the proposed updated availability.
3. Submit the completed form to the District.
The existing Driver Availability Form shall remain the District's documented record of driver availability until an updated form is submitted.
Submission of an updated form does not authorize a driver to independently alter or discontinue an assigned transportation trip. Any necessary changes to existing assignments shall be coordinated through the HTS Manager.
5. UNPAID TIME-OFF REQUESTS
5.1 Submission Requirements
Drivers requesting unpaid time off for vacations, personal appointments, planned absences, or other non-sick-leave purposes shall submit their requests by email directly to the HTS Manager.
Requests shall include:
· The specific date or dates requested.
· Whether the request is for an entire day or a portion of a day.
· For partial-day requests, the specific hours during which the driver will be unavailable or available for transportation assignments.
Examples:
· “Requesting the entire day off on August 10.”
· “Requesting August 10–12 off.”
· “I will be unavailable until 12:00 p.m.”
· “I need to leave by 2:30 p.m.”
· “I am available for trips between 8:00 a.m. and 1:00 p.m. only.”
Because driver schedules may vary based on transportation assignments, requests shall identify the actual period of unavailability rather than relying solely on a general statement that the driver needs time off.
5.2 Advance Notice
Drivers are required to submit planned unpaid time-off requests as far in advance as reasonably possible to allow management sufficient time to coordinate transportation schedules and ensure coverage of member trips.
Submitting a time-off request the day or evening before a scheduled trip does not constitute adequate advance notice.
Drivers are expected to plan ahead and submit requests before transportation assignments have been finalized whenever reasonably possible.
Last-minute requests for planned unpaid time off may be denied based on scheduling requirements, available driver coverage, and the District's operational needs.
This requirement does not apply to qualifying sick leave or other legally protected absences, which shall be handled in accordance with applicable District policies and law.
5.3 Review and Approval
The HTS Manager shall review unpaid time-off requests based on relevant operational considerations, including:
· Scheduled and anticipated transportation obligations.
· Availability of qualified drivers.
· Vehicle availability.
· Existing driver assignments and previously approved absences.
· Trip locations, timing, and service requirements.
· Other relevant District staffing and operational needs.
The HTS Manager shall communicate approval or denial of the request by email.
Unpaid time off shall not be considered approved until written confirmation of approval has been provided by the HTS Manager.
6. SICK LEAVE NOTIFICATION AND ADMINISTRATION
6.1 Reporting Sick Leave
Drivers requesting leave that qualifies under the District's current Sick Leave Policy shall notify the HTS Manager by email as soon as reasonably possible, consistent with applicable law and District policy.
The notification should identify:
· The applicable date or dates.
· Whether the absence involves an entire day or a portion of a day.
· The approximate period of unavailability, when known.
· That the absence is being requested under the District's Sick Leave Policy.
Examples:
· “I am requesting sick leave for the entire day today.”
· “I am requesting sick leave and expect to be unavailable until approximately 1:00 p.m.”
· “I am requesting sick leave for a qualifying family member for the entire day.”
· “I need to use sick leave and leave at approximately 2:00 p.m.”
Drivers shall not be required to disclose detailed private medical information in their routine sick leave notification.
If an emergency or other circumstance prevents timely email notification, the employee shall notify management as soon as reasonably practicable through an available means of communication and provide written follow-up when reasonably possible.
6.2 Sick Leave Eligibility and Protection
Sick leave eligibility, permissible uses, notice requirements, and payment shall be governed by the District's current Sick Leave Policy and applicable law.
The HTS Manager shall acknowledge sick leave notifications and coordinate any necessary transportation scheduling adjustments.
Management acknowledgment serves as an administrative record of notification and shall not be construed as a discretionary condition of legally protected sick leave.
6.3 Determination of Paid Sick Leave Hours
Drivers shall not be required to calculate the number of paid sick-leave hours when reporting an absence.
Management and/or payroll shall determine the applicable paid sick-leave hours based on the District's Sick Leave Policy.
For employees whose sick leave is calculated using the Four-Week Average Hours Method, management and/or payroll shall review the applicable previous four full weeks of hours worked and determine the appropriate sick-leave amount under the District's established policy.
Once the applicable sick-leave hours have been determined, management and/or payroll shall ensure that the hours are recorded on the employee's timecard.
6.4 Employee Timecard Verification
Drivers are responsible for reviewing their timecards before submission at the end of each pay period.
Employees who have requested paid sick leave shall verify that the applicable sick-leave hours have been recorded accurately.
If an employee identifies missing or potentially incorrect sick-leave hours, the employee shall contact the HTS Manager before submitting the timecard whenever reasonably possible.
Management and/or payroll shall review reported discrepancies and make any required corrections in accordance with District procedures and applicable payroll requirements.
Employees are expected to promptly report known discrepancies rather than assume that corrections will automatically occur after timecard submission.
A reporting or timecard discrepancy shall not eliminate an employee's entitlement to sick leave or wages otherwise required by applicable law.
7. REQUIRED COMMUNICATION PROCEDURES
Email to the HTS Manager shall serve as the District's official method for submitting planned time-off requests and documenting routine sick leave notifications.
Verbal statements, text messages, or communications directed solely to another employee shall not constitute a formal planned time-off request.
Exceptions shall be made when required by applicable law or when emergency circumstances reasonably prevent use of the established email process.
The HTS Manager shall be responsible for maintaining appropriate records of requests, management responses, and related scheduling determinations.
8. TRANSPORTATION ASSIGNMENTS AND SCHEDULE CHANGES
8.1 Management Authority
The HTS Manager shall retain responsibility for coordinating and administering driver schedules and transportation assignments.
Scheduling decisions shall be made with consideration for member transportation needs, driver availability, trip requirements, vehicle availability, and operational efficiency.
8.2 Prohibition on Independent Trip Exchanges
Drivers shall not independently arrange, exchange, transfer, or reassign transportation trips with other drivers.
Requests to exchange assigned trips directly between drivers shall not be accommodated outside the District's established management scheduling process.
All modifications to assigned trips must be coordinated and authorized by management.
8.3 Unexpected Inability to Complete Assigned Trips
If an unforeseen circumstance prevents a driver from completing an assigned trip, the driver shall notify the HTS Manager as soon as reasonably possible.
The HTS Manager shall determine the appropriate operational response, including whether the trip must be reassigned to another qualified driver.
Drivers shall not independently arrange alternative transportation coverage or assume that another employee has accepted responsibility for an assigned trip.
9. ROLES AND RESPONSIBILITIES
9.1 Drivers
Drivers are responsible for:
· Maintaining accurate Driver Availability Forms.
· Submitting time-off requests using the established email procedure.
· Providing sufficiently specific dates and periods of unavailability.
· Obtaining written approval before taking discretionary unpaid time off.
· Reporting sick leave in accordance with District policy and applicable law.
· Reviewing timecards for accuracy before submission.
· Promptly reporting known payroll or sick-leave discrepancies.
· Communicating unexpected scheduling conflicts to the HTS Manager.
· Refraining from unauthorized trip exchanges or scheduling adjustments.
9.2 HTS Manager
The HTS Manager is responsible for:
· Receiving and reviewing driver time-off requests.
· Providing written responses to discretionary unpaid time-off requests.
· Receiving and documenting sick leave notifications.
· Maintaining current driver availability records.
· Coordinating transportation coverage and schedule adjustments.
· Ensuring that transportation assignments are administered consistently.
· Coordinating with payroll regarding applicable paid sick leave.
· Reviewing and addressing reported timecard discrepancies.
· Communicating and administering this policy consistently.
9.3 Management and Payroll
Management and payroll personnel shall be responsible for calculating, recording, and verifying applicable paid sick-leave hours in accordance with the District's established Sick Leave Policy and applicable requirements.
10. RECORDKEEPING AND CONFIDENTIALITY
The District shall maintain appropriate records of driver availability, time-off requests, management approvals, sick leave notifications, and applicable payroll adjustments.
Records shall be retained in accordance with District records retention requirements and applicable law.
Employee medical information, when obtained, shall be handled confidentially and maintained in accordance with applicable privacy and personnel record requirements.
11. COMPLIANCE AND ACCOUNTABILITY
All drivers and responsible management personnel are expected to comply with the procedures established by this policy.
Failure to follow established procedures for discretionary unpaid time-off requests, unauthorized schedule changes, or independent trip reassignments may result in appropriate administrative or corrective action, consistent with District personnel policies and applicable law.
Nothing in this policy shall be interpreted or administered in a manner that interferes with protected leave rights, legally required accommodations, or other employee protections.
12. POLICY ADMINISTRATION AND REVIEW
The HTS Manager shall be responsible for the day-to-day administration of this policy.
District management shall periodically review the policy to ensure continued effectiveness, consistency with transportation operations, and alignment with applicable employment requirements.
Material changes to the policy shall be presented to the Board of Directors for review and approval, consistent with the District's policy governance procedures.
13. EFFECTIVE DATE
This policy shall become effective on the date established by the Board of Directors and shall remain in effect until amended or rescinded through the District's applicable governance procedures.
All affected drivers shall be provided notice of the policy and its required procedures.
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