
TITLE:  

At Will Employment  

PURPOSE:  

To reinforce Metro�s safety culture, expand the population of non-represented 
at-will employees across Metro to include all middle-level supervisors and 
managers in salary grades 12 to 15.  

DESCRIPTION:  

At-will employment is defined as employment undertaken without a contract and 
that may be terminated at any time, by either the employer or the employee, with 
or without cause.  Current Metro policy stipulates that only senior management 
(typically director level and above) and executive management are at-will 
employees.  By expanding the population of at-will employees to include all mid-
level supervisors and managers, Metro can reinforce to employees that every 
employee is responsible and accountable for safety at all times. 

This proposal creates a new category of at-will employment, Middle Management 
Employee.  Mid-level managers will typically be supervisory/management 
positions at a salary grade level of 12 to 15.  Any Middle Management Employee 
termination must be reviewed and approved by the General Manager.  Mid-level 
management employees will continue to accrue annual leave based on years of 
service in accordance with the Annual Leave Policy (PPPM 6.2), but 50% of the 
leave accrual will vest on January 1 and 50% on July 1 of every year. 

 
 
 
 
 
 
  
 
 

Washington Metropolitan Area Transit Authority 

Board Action/Information Summary 

Action Information
MEAD Number:

100611 

Resolution: 
Yes No 

Page 1 of 2



FUNDING IMPACT:  

No impact on funding  

RECOMMENDATION:  

Board approval to expand the population of non-represented at-will employees 
across Metro to include all middle-level supervisors and managers in salary 
grades 12 to 15. 
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At Will Employment

Finance and Administration Committee

February 18, 2010



Purpose

Approval to:
• Expand non-represented “at will” employee 

population to include all supervisors and/or 
managers in salary grades 12 to 15
– Includes superintendents and front-line supervisors

• Revise Policy 4.1 Employment Categories of the 
Personnel Policies and Procedures Manual (PPPM) 
to reflect expanded “at will” classification and 
Policy 6.2 Annual Leave to reflect new accrual 
changes



Background

“At Will” Employment

• Legal doctrine stating that an employment 
relationship may be terminated by the employee or 
employer at any time and for any or no reason
– Current “at will” policy only applies to Executive 

Management and Senior Management (i.e. director level 
and above) 



Leveraging At Will Employment to Drive 
Accountability

• Safety Action Plan 

– Develop safer organization through partnership of 
employees, union, management and safety experts 
that: 

• Instills a safety mindset
• Improves day-to-day safety for employees and 

riders
• Establishes performance measures to ensure 

measurable progress
• Holds each and every employee accountable 

for safety

• Expanding “at will” population to include middle 
management increases accountability across Metro



Recommendations

Approval to:
• Expand non-represented “at will” employee 

population to include all supervisors and/or 
managers in salary grades 12 to 15
– Includes superintendents and front-line supervisors

• Revise Policy 4.1 Employment Categories of the 
Personnel Policies and Procedures Manual 
(PPPM) to reflect expanded “at will” classification 
and Policy 6.2 Annual Leave to reflect new 
accrual changes



SUBJECT: REVISIONS TO THE PERSONNEL POLICIES AND PROCEDURES MANUAL 

RESOLUTION
 
OF THE
 

BOARD OF DIRECTORS
 
OF THE
 

WASHINGTON METROPOLITAN AREA TRANSIT AUTHORfTY
 

WHEREAS, The WMATA Compact provides that the General Manager is responsible for all 
activities of Metro, subject to the Board of Director's policy direction; and 

WHEREAS, The Board of Directors holds the General Manager fully accountable for the 
successful operation of Metro and recognizes that the General Manager requires the 
flexibility to recruit, appoint, and remove management-level employees to accomplish the 
policy directives established by the Board of Directors and his own initiatives; and 

WHEREAS, Consistent with the WMATA Compact, the General Manager proposes creating a 
new employment category designated "Middle Management Employee," who will serve at 
the pleasure of the General Manager and will be subject to termination/separation at any 
time, with or without cause; and 

WHEREAS, Middle Management Employees will be employees in positions that demand a 
level of increased accountability for the day-to-day operations within their departments and 
will typically be supervisory/management positions at salary grades 12 to 15; and 

WHEREAS, The General Manager will be authorized to designate positions that qualify as 
Middle Management level positions and will personally review and approve all 
terminations/separations of employees in this employment category; and 

WHEREAS, The Personnel Policies and Procedures Manual (PPPM) requires amendment to 
create the new category, entitled "IVliddle Management Employee," and to provide the 
General Manager with the appropriate latitude; and 

WHEREAS, Staff proposes revising PPPM 4.1 to reflect the foregoing changes, and deleting 
the following language from PPPM 4.1: 

(1)	 All categories of "Temporary Employee," except a "Limited Duration Temporary" 
employee, who can work only up to a maximum of 364 days except in extenuating 
circumstances; 

(2)	 The provision that allows an incumbent of a position designated as "Executive 
Management" or "Senior Management" to vacate the position and be placed in a 
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vacant position for which sjhe is qualified on a noncompetitive basis or to receive 
Reduction in Force benefits if such vacant position is not available within three 
months of the designation; 

(3)	 All references to accrual of annual leave for employees because such annual leave 
accrual provisions are properly addressed in PPPM 6.2 (Annual Leave); and 

WHEREAS, Staff proposes revising PPPM 6.2 (Annual Leave) to establish that Middle 
Management Employees will accrue annual leave based on their years of service, but 50% 
of their leave will vest on January 1 and 50% on July 1 of every year; now, therefore be it 

RESOLVED, That the Board of Directors approves PPPM Policy No. 4.1 (Employment 
Categories), as amended, attached as Attachment A, which establishes the Middle 
Management Employee category of employees who will serve at the pleasure of the 
General Manager, provides that the General Manager will be required to review and 
approve all terminations of employees in this category, and makes additional administrative 
changes outlined therein; and be it further 

RESOLVED, That the Board of Directors approves PPPM Policy No. 6.2 (Annual Leave), as 
amended, attached as Attachment B, that provides that Middle Management Employees will 
accrue annual leave based on their years of service, but 50% of their annual accrual will 
vest on January 1 and 50% on July 1 of every year; and be it further 

RESOLVED, That the General Manager is authorized to make any further changes to 
Metro's policies and procedures that are necessary to effect this Resolution; and be it 
finally 

RESOLVED, That this Resolution shall be effective immediately. 

Reviewed as to form and legal sufficiency, 

caro,~I3~ 
General Counsel 
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ATTACHMENT A 
Washington Metropolitan Area Transit Authority 

PERSONNEL POLICIES AND PROCEDURES MANUAL 

Policy No. 4.1 Title: Categories of Employment	 Page 1 of 6 

I. POLICY 

Washington Metropolitan Area Transit Authority (Metro) has established categories of 
employment to assure that the work of Metro is performed in the most effective and cost 
efficient manner and complies with all applicable laws and regulations. 

II. SCOPE 

The purpose of this policy is to define the employment categories and the Fair Labor Standards 
Act (FLSA) exemption status of Metro employees. The Board of Directors' changes to any 
Personnel Policy that affect employment categories and/or employment conditions shall 
supersede the provisions of this and all other WMATA Personnel Policies which may address 
employment categories and/or employment conditions. 

III. DEFINITIONS 

A.	 Employment Groups 

An employee is any person hired by Metro and on its payroll on a salaried or wage 
basis, who is not a consultant or contractor for Metro. Metro has two (2) employment 
groups: represented employees and non-represented employees. 

1.	 Represented Employee - refers to any employee who is within a unit of 
employees represented by an exclusive bargaining representative and whose 
terms and conditions of employment are set forth in their respective collective 
bargaining agreements. 

2.	 Non-represented Employee - refers to any employee who is not within a unit 
of employees represented by an exclusive bargaining representative. 

Pursuant to the FLSA, employees are classified as exempt or non-exempt. Exempt employees 
include any executive, administrative, outside sales or professional employee as defined under 
the FLSA. These employees are not required to be paid overtime for work performed in excess 
of forty (40) hours in a work week. 

Non-exempt group includes any employee who does not qualify as an executive, administrative, 
outside sales, or professional employee as defined under the FLSA. These employees are 
required to be paid overtime at the rate of one and one-half times their regular rate of pay for all 
hours worked beyond forty (40) hours in the work week, in accordance with federal wage and 
hour laws. 

B.	 Employment Categories 

Regular Employee - refers to an employee hired by Metro to work on a regular 
basis for no specific duration and is entitled to certain Metro benefits as indicated 
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Washington Metropolitan Area Transit Authority
 
PERSONNEL POLICIES AND PROCEDURES MANUAL
 

Policy No. 4.1 Title: Categories of Employment	 Page 20f6 

below. Employees in this category are subject to all Metro Personnel Policies 
and Procedures to all Metro Personnel Policies and Procedures. The types of 
regular employees are as follows: 

a.	 Full-time Regular Employee - refers to an employee working a regular 
bi-weekly work schedule of 75 hours or 80 hours, and who is eligible 
to receive health and welfare benefits and accrues leave. Full-time 
regular employees, in some circumstances, may have a bi-weekly 
work schedule of less than 75/80 hours, but not less than 60 hours. 

b.	 Part-time Regular Employee - refers to an employee working up to 
29 hours per work week on a regular basis, is paid on an hourly basis, 
and is eligible to receive limited health and welfare benefits to include 
prorated leave accruals. An employee hired to work less than 20 
hours per work week is not eligible to receive prorated leave accruals. 
A part-time regular employee is not eligible to participate in the 
WMATA Retirement Plan; however, the employee is eligible to 
participate in the WMATA Defined Contribution Retirement Plan and 
Metro's Deferred Compensation Program. 

c.	 Middle Management Employee - refers to a regular employee subject 
to certain employment policies, procedures, and conditions as defined 
in Section C. 

d.	 Senior Management Employee - refers to a regular employee subject 
to certain employment policies, procedures, and conditions as defined 
in Section C. 

Executive Management Employee - refers to a regular employee 
subject to certain employment policies, procedures, and conditions as 
defined in Section C. 

2.	 Temporary Employees - refers to any person hired by Metro to work for a 
specified or unspecified period of time with other than a full-time or part
time regular status who is entitled to limited or none of the employee 
benefits provided to regular employees, as indicated below. 

Employees in this category may be dismissed at any time with or without 
cause when in the best interest of Metro. Employees in this category are 
subject to all Metro Personnel Policies and Procedures, but are not 
covered by Personnel Policy NO.1.7, Employee Dispute Resolution nor 
are they eligible to receive benefits under Personnel Policy No. 4.6 
Reduction in Force. The types of temporary employees are: 

a.	 Limited Duration Temporary - refers to an employee hired to carry out 
a specific assignment or project. This employee may only work for a 
maximum of 364 consecutive calendar days. On the 364th day this 
employee will be required to leave Metro for a minimum period of 

e.
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Washington Metropolitan Area Transit Authority
 
PERSONNEL POLICIES AND PROCEDURES MANUAL
 

Policy No. 4.1 Title: Categories of Employment	 Page 3 of 6 

90 days. After 90 days this employee is eligible for rehire in a 
temporary employee status. A Temporary of Limited Duration is 
eligible to receive statutory benefits and standard leave accruals only. 

This employee may be hired to work on capital project initiatives with 
specified scope, defined milestones, and deliverable expectations. 
Capitally funded employees' assignments may terminate at any time if 
the capital dollars are reallocated. 

b.	 Intern - refers to a high school or college student working at Metro on 
a work-study or other formal program for credit, experience and/or pay 
for a limited period of time. Rate of pay is based on educational level. 
Interns are not eligible to participate in any of Metro's benefit 
programs. 

Under limited circumstances, as supported by a business need justification, the 
assignment of a Limited Duration employee may be extended for a maximum period of 
180 days with written approval by the General Manager and the Director of Human 
Resources. 

C.	 Employment Conditions 

Employees have the right to resign at any time. Likewise, Metro is not obligated 
to guarantee continued employment under any circumstances. An employee's job 
performance and/or conduct is expected to be fully satisfactory. The employment 
conditions and policies applicable to the various employment categories are: 

1.	 Regular Employees - may be dismissed only for cause. Cause for 
dismissal includes, but is not limited to, job performance and/or conduct 
by an employee which is less than fully satisfactory. Middle Management, 
Senior Management and Executive Management employees may be 
dismissed at any time with or without cause when in the best interest of 
Metro. 

2.	 Probationary Period. The first year of employment for a new employee in 
a full-time or part-time regular position is a probationary period. Current 
full-time regular and current part-time regular employees who move to a 
different position because of a voluntary promotion, transfer, demotion or 
because of a disciplinary demotion are subject to a probationary period of 
six months. 

A newly hired probationary employee may be separated from Metro at 
any time without cause and has no eligibility under Personnel Policy No. 
1.7, Employee Dispute Resolution. Separation must be recommended by 
the Office Director, with the concurrence of Human Resources. 
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Successful completion of probation is not automatically achieved at the 
end of an employee's probationary period. If the supervisor is unable to 
assess performance at the end of a probationary period, the supervisor 
may request that the probationary period be extended for a period not to 
exceed 90 calendar days. The request for extension must be in writing 
with the concurrence of the Office Director and the Director of Human 
Resources. The reason for the extension must be a valid, job-related 
concern including, but not limited to, remediation, extended sick leave, 
or other circumstances when it is in the best interests of Metro. A current 
employee who is probationary because of a voluntary move to a 
different position or because of a disciplinary demotion has no recourse 
under Personnel Policy No. 1.7, Employee Dispute Resolution, for 
matters pertaining to performance during the probationary period. 

3.	 At Will Employees - are special categories of Regular Employees subject 
to specific terms and conditions of employment. At will employees may 
be dismissed at any time for any reason with or without cause. 
Incumbents of these positions serve at the pleasure of the General 
Man~ger. They are entitled to the benefits and working conditions 
provided to regular employees and are subject to Metro Personnel 
Policies except Policy NO.1.7, Employee Dispute Resolution. Newly 
hired at will employees are not subject to the one year probationary 
period. The dismissal of an at-will employee must be reviewed and 
approved by the General Manager prior to employee notification. 

a.	 Middle Management Employees - employees in positions that 
have been designated "Middle Management" by the General 
Manager because the nature of the position demands a level of 
increased accountability for the day to day operations within their 
department. Positions in this category are typically supervisory/ 
management positions at salary grades 12 to 15 regardless of 
salary plan. 

b.	 Senior Management Employees - employees in positions that 
have been designated "Senior Management" by the General 
Manager because the nature of the position demands extreme 
confidentiality, and/or the position is tasked with carrying out 
policy directives. Positions in this category are typically at salary 
grade 16 or 17 regardless of salary plan. Internal job posting for 
the recruitment of candidates is not required. 

c.	 Executive Management Employees - are the officers of Metro. 
Executive management employees serve in positions that are 

E010580
PROPOSED



Washington Metropolitan Area Transit Authority
 
PERSONNEL POLICIES AND PROCEDURES MANUAL
 

Policy No. 4.1 Title: Categories of Employment Page 5 of6 

designated as Executive Management positions by the Compact, 
the Board of Directors and/or the General Manager. Internal job 
posting for the recruitment of candidates is not required. The GM 
may recommend Executive Management Positions to the Board of 
Directors. All such positions must be approved by the Board of 
Directors. Executive Management positions approved by the 
Board of Directors are listed in Addendum 1 to this policy. 

The GM is authorized to establish separation conditions and benefits for 
Executive and Senior Management employees, as well as for employees of other 
categories, who are separated from Metro. 

D. Retirees, Consultants and Contractors 

1.	 A retiree in the WMATA Retirement Plan or a retiree in the WMATA Defined 
Contribution Retirement Plan is not eligible for rehire by Metro in any 
employment category. In the event it becomes necessary to retain the 
services of a retiree to perform a specific or unique scope of work for a 
specified duration, such services will be retained through a procurement 
action in accordance with Metro's Procurement Regulations for professional 
and technical consultant contracts. 

2.	 Consultants and contractors whose responsibilities are covered by letter 
agreement or contract, are not employees of Metro and receive no benefits. 

II. RESPONSIBILITY 
Human Resources is responsible for general administration of this policy. 

III. AFFECTED EMPLOYEES 
All non-represented employees and all temporary employees. 
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ADDENDUM 1 
Executive Positions 

1.0 PURPOSE 

To provide a list of positions designated as executive management. 

2.0 EXECUTIVE MANAGEMENT POSITIONS 

General Manager 
Deputy General Manager, Administration 
Deputy General Manager, Operations 
Chief of Staff 
General Counsel 
Assistant General Manager, Access Services 
Assistant General Manager, Bus Operations 
Assistant General Manager, Planning and Joint Development 
Assistant General Manager, Rail Operations 
Assistant General Manager, Transit Infrastructure and Engineering Services 
Board Secretary 
Chief Communications Officer 
Chief Financial Officer* 
Chief Human Resources Officer 
Chief Information Officer 
Chief, Metro Transit Police Department 
Chief Performance Officer 
Chief Safety Officer 
Inspector General 

3.0 RESPONSIBILITY 

Human Resources is responsible for maintaining and issuing a current list of executive 
positions. 

* Designated as both Comptroller and Treasurer for Compact purposes. These 
functional responsibilities are delegated within the Department of Finance. 

E010580
PROPOSED



ATTACHMENT A 
Washington Metropolitan Area Transit Authority 

PERSONNEL POLICIES AND PROCEDURES MANUAL 
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I. POLICY 
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limited health and welfare benefits to include af\EI-prorated leave 
accruals. An employee hired to work less than 20 hours per work 
week is not entitled eligible to receive prorated leave accruals. A part· 
time regular employee is not eligible to participate in the WMATA 
Retirement Plan; however, this type of the employee is eligible to 
participate in the WMATA Defined Contribution Retirement Plan and 
the Authority'sMetro's Deferred Compensation Program. 
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90 days. After 90 days this employee is eligible for rehire in a 
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This employee may be hired to work on capital prolect initiatives with
 
specified scope, defined milestones, and deliverable expectations.
 
Capitally funded employees' assignments may terminate at any time if
 
the capital dollars are reallocated.
 

b.	 Intern.- refers to a high school or college student working at .Metro on __ -' {Formatted: Font: 11 pt 
a work-study or other formal program for credit. experience and/or pay " .. { Formatted: Font: 11 pt 
for a limited period of time. Rate of pay is based on educational level 
Interns are not eligible to participate in any of .Metro's benefit . { Formatted: Font: 11 pt 
programs. 

Formatted: Indent: Left: 1.75", No Dullets or 
numberingUnder limited circumstances, as supported by a business need justification, the- "";';;;;;;';;;;;;;;~=======< 
Formatted: Indent: Left: 0.5", No Dullets or 
numbering

assignment of a Limited Duration employee may be extended for a maximum period of 
180 days with written approval by the General Manager and the Director of Human
 
Resources.
 

a. full time Tempomry of Lona term DU@!iQfL ..Q.n eFAj3loyee hired to /{ Formatted: Font: 11 pt 
wefk-a 
regular bi weekly work schedule of 76 hours or 80 hours, but not less
 
than 60 hours, without regl:llar status, for an undefined period of time
 
but not less than a 12 month/365 day duration, unless funding
 
designated for the employee's position becomes unavailable or is
 
otherwise terminated. The employee is entitled to all statutory and
 
Authority benefits j:lFovided fer full time regular employees Ol<cept
 
se',<erance and participation in the VVMATA Retirement Plan. This
 
employee is eligi.ble to participate in the 'NMATA Defined Contribution
 
Retirement Plan and the Authority's Deferred Compensation Progmm.
 

B.	 Full time Temeomrv of Limited Dumtion an employee hired to ","ork
 
full time, as described above, for a spesified maximum period of 365
 
salenaaF aays OF less to sarry out a speeifis assignment or projeot.
 
This employee is entitled only to statutory benefits and leave assruals.
 

e.	 Part time Temporary of Limited Duration an employee hired to work
 
up to 29 hours per worl< weel< foF a spesified maximum perioa not to
 
exceed 12 months to sarry out a spesifis assignment or projest. This
 
employee is entitled only to statutory benefits.
 

d.	 Intern a high school or college student working at the Authority on a '....ork 
~ 
other formal progmm fer credit, experiense and/or pay for a limited period of
 
time. Rate of pay is based on edusational 10'/el When tho intern is paid by
 
the Authority, the intern will be treated as a temporary employee fer benefit
 
purposes. The Director, HRMS is responsible for determining whish
 
temporary category will apply to a partisular type of intern. As noted above,
 
the length and type of assignment will determine benefit entitlement
 

..c.. .. Employment Conditions .... . _..... { Formatted: Font: 11 pt, Bold 
.. (i=OrJm.tted: Font: 11 pt 
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~Non represented eEmployee"s h.avethe righttoresign atanytimo: _Likewise~ ~_ Formatted: Font: 11 pt
 
AuthorityMetro is not obligated to guarantee continued employment under anY~tted:Normal, Justified, Indent: Left:
 
circumstance§. A non represented eAn employee's job performance and/or conduct is l--=~ >
0"'.5".5'-" 
expected to be fully satisfactory. The employment conditions and policies applicable to 
the various employment categories are: 
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whioh oan oonstitute Gause for disoiplinary aotion, up to and inoluding text, Adjust space between Asian text and 
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employment oonditions for Exeoutive Management Employees and 'J Formatted: Font: 11 pt 

'( Formatted: Font: 11 ptSenior Management Employees, referenoe C.2. Middle Management. 
Senior Management and Executive Management employees may be 
dismissed at any time with or without cause when in the best Interest of 

Metro.• " um"hh 
u 

uu • u/,,·"" {Formatted: Font: (Default) Arial 

2 .Probationary Period."Thefirst~ear ofemploymentfor a ne...., E3mployee in" { Formatted: No underline
 
-------.afull-time ()U?Sl:rt~timefE3gularp()sition isa probationary f)eriod'uCurrent" •••. { Formatted: Font: 11 pt
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period, or of the designated probationary period for an employee who '.. \\( Formatted: ront: 11 pt
 
ohanges positions, is attained when a performanoe evaluation indioating that . .'
 

... f '. '.'" '[ Formatted: Font: 11 ptthe employee's peltormanoe evaluation is fUlly satis actory or better, as 
Elefined by whatever performance evaluation system is in forse and applies to \\.:(~F~o~rm~atted~~:~Fo~n~t:~I~1,,=Pt~~~~~~===< 
that employee, is received by the Offioe of HRMS. Suocessful oompletion of Formatted: Font: 11 pt 
probation is not automatioally aohieved at the end Of an __ --.-Jemployee's'(~Fo_rm_a_tted : F_o_nt_:_l1---'p_t
 
probationary period. If the supervisor is unable to assess performanoe at the 
end of a probationary period, the supervisor may request that the
 
probationary period be extended for a period not to exoeed 90 oalendar days.
 
The request for extension must be in writing '....ith the conourrenoe of the
 
Offioe Director and must be approved or disapproved by the Director, ODEV,
 
who will inform the Direotor, HRMS Of the decision. The reason for the
 
extension must be a valid, job related concern inoluding, but not limited to,
 
remediation, extended siok leave, or other ciroumstances when it is in the
 
best interests of the Authority. Requests for exceptions to the 90 day
 
maximum extension period must be directed to the Deputy General Manager,
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Department of Workforce Development (DGM, \N~DA) by the appropriate
 
Officer/Department Head Exceptions may be approved by the DGM, W~Dl\.
 

A newly hired probationary employee may be separated from tI=Ie 
I\uthorityMetro at ...any tirn~ ....,ithouL c;a LJs~ ~nd uhas_ no ~Iigil:lilitynun<l~!./ 1Formatted: Font: 11 ptu 

Personnel Policy No. -----41J,~mplo}'e_e[)ispLlt~R~solution:S.eparation_rnusL,. { Formatted: Font: 11 pt 
be recommended by --1he Offi~ Director, wHhJhe concLJrre_rtfO ()ff-juman Formatted: Font: 11 ptu \ 

Resources.
 
lhe Rirector, HRM~'n m mnm mn mum' nUU_n _ .' {Formatted: Font: 11 pt
 

Policy No. 4.1 Title: Categories of Employment Page 4 of 6 

Successful completion of probation is not automatically achieved at the.- n -{ Formatted: Normal, Justified, Indent: Left: I" 1 
end of an employee's probationary period. If the supervisor ;s unable to 
assess performance at the end of a probationary p§riod, the supervisor 
may request that the probationary period be extended for a period not to 
exceed 90 calendar days. The request for extension must be in writing 
with the concurrence of the Office Director and the Director of Human 
Resources. The reason for the extension must be a valid, job-related 
concern including, but not limited to, remediation, extended sick leave, 
or other circumstances when it is in the best interests of Metro A current 
employee who is probationary because of a voluntary move to a 
different position or because of a disciplinary demotion has no recourse 
under Personnel Policy No. 17, Employee Dispute Resolution, for 
matters pertaining to performance during the probationary period 

.---.- {Formatted: Font: 11 pt 

A current employee who is probationary beoause of a voluntary mO'/e to a
 
different position or because of a disciplinary demotion has no recourse
 
under Personnel Policy No, 1.7, Employee Dispute Resolution, for matters
 
pertaining to performanoe during the probationary period unless the
 
employee is terminated by the Authority. The employee is subject to
 
Personnel Polisy NO.1 ,6, Disciplinary Aotions, and has rights under Personnel
 
Policy Ne.17, Employee Dispute Resolution, for non performance related
 
matters during the probationary period,
 
~J. At Will Employees. - .are special categories of Regular Employees
 

subject to specific terms and conditions of employment. At will'" ---

employees may be dismissed at any time for any reason with or without '>
 
cause. Incumbents of these positions serve at the pleasure of the'
 
General Manager. ;rhey are entitled to the benefits and working
 
conditions provided to regular employees and are subject to Metro
 
Personnel Policies except Policy NO.1. 7, Employee Dispute Resolution. '.
 
NeWly hired at will employees are not subject to the one year
 
probationary period. The dismissal of an at-,will employee must be ,p_
 

reviewed and approved by the General Manager prior to employee
 
notification. Executive and Senior Management Employees .are. sl3Eloial. /
 
~ies of Regular employees subject to special conditions and
 
requirements:
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a. Middle Management Employees, - ,employees in positions-}' . 

that have beenmc!~!?!g.nated "Middle MCin.agE:HT1~nt" b~ the / 
General Manager because the nature of the position 
demands a level of Lncreased accountability for the day to day./ - . 
operations within their ,delRartl'T1ent. Positions .In this _ . 
category are typically .sul2ervisoryj management positions at _ -
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that •have .I:>~en designCi!E?5J __ "Senior Man~E:l.ITl~nt:'. by the'
 
General Manager because the nature of the position'
 
demands extreme confidentiality, and/or the position is tasked·.
 
with carrying out policy directives,. Positions in this category \- .
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Internal job posting for the r!ilcruitment of candidates is not\, . ,'l Formatted
 
required.
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time, with or 'Nithout eause. Senior Management employees are
 
subjeet to WMATA Personnel Polieies exoept as noted in C2.o.
 

Senior Management positions designated by the GM/CEOO arc listed in
 
Addendum 1 to this polioy.
 

o.	 Speeial Conditions and Requirements Both EOxeeutivc Management
 
afIG
 
Senior Management positions/employees arc entitled to the l3enefits
 
and worl<ing eonditions provided to regular employees and arc s\;Ibjeet
 
to WM/\TA Personnel Polioies, unless otherwise direeted by tAO
 
Board of Direotors, 'Nith the follov,<,ng C)(6eptions:
 

1)	 Internal job posting for tho feoruitment af oandidates is not
 
required;
 

2)	 ino\;lml3ents reoeive 27 annual leave days every January 1st
 
and sAall initially reoei't'e a prorated numl3er of annual leave
 
days during tAe first salendar year of sorvice in the EOxeeutive
 
or Senior Management oategory l3aseel on the date of hire, or
 
the date of promotion/transfer, into the eategory. Inouml3ents
 
may aoo\;lmulate and oarry over not more than 48 days from
 
one oalenelar year to the next; and
 

3)	 Ino\;lml3ents do not ha....e aGGess or rights to the pro....isions of
 
Polioy No. 1.7, Employee Dispute Resolution.
 

The GMfGE.G is authorized to establish separation conditions and benefits for 
Executive and Senior Management employees, as well as for employees of other 
categories, who arc separated from Metro. (i'OJ-matted: Font: 11 pIH H	 H H _ ••••• 

HHHHH.H HH d HH.HH ... •••·• 

A.- __ *__ __	 _ _ 
Torms of any employment oontraot appro'/ed by the Board of DireotoFS for 
Exooutive and Senior Management employees, as well as for other 
employees, supeFSede this polioy. TAe CGM, WFCA sAali maintain a ourrent 
list of all Board approved "Exeol:ltive Management" positions and positions 
designated "Senior Management" by tAe GMlCEO. The Board of CireotoFS 
shall be pro'/ided a oopy of the ourrent list of Exeouti'le Management and 
SeRior Management positions at least annually. 
If an eXisting regular position with an inoumbent is designated an 
"Exeouti'le Management" or "Senior Management" position, tAe inoumbent 
shall be notified of the oAange in tAe position status. If the inoumbent is 
offered and aooepts tAe newly designated exeouti'le management or senior 
management position, tAe employee is subjeot to employment oonditions 
for an "Exeol:ltive Management" or "Senior Management" employee as 
outlined herein. If the inoumbent deslines the newly designated exesuti'le 
management or senior management position, tAe aUested employee shall 
'1asate the position and may be piased in a '1asant position for '....hioh he or 
sAe is E1l:lalified on non sompetiti'le basis. In the event the affested 
employee is l:lnable to find a position for '....AisA he or she is qualified within 
three (3) months of the designation, the employee will be separated from 
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the Authority under provisions of Personnel Policy No. 4.G, Reduction In 
~ 

2,	 Temporary Employees employees who are hired and '....ork, on an other 
than regular basis, at the convenience of the Authority and 6ubjeGt to 
the following conditions based on type of employee '....ithin the category: 

a,	 Full time Tem@orary of Lona term Duration is not Go'/ered by 
Personnel 
Policies No.1.G, Disciplinary Astions, and No.1.7, Employee 
Dispute Resolution, but is subject to other 'J'JMATA Personnel 
Policies and Procedures, except for the benefit limitations 
previously noted in 8.2. This employee is not entitled to 
se'/erance or separation benefits and is SUbject to termination 
with or 'h'ithout cause or nouee in accordanGe with Personnel 
Policy 4.6, TermiRatioA FFem EmploymeRt. 

b,	 Full time Tem@orary of Limited Duration is not covered by 
Personnel Policies No. 1.6, Disciplinary AGttons, and No. 1.7, 
Employee Dispute Resolution, but is subject to other WMATA 
Personnel Policies and Procedwres. This employee is not entitled 
to WMATA employee benefits, except for leave accrual, and is 
entitled only to statutO!)' benefits. This employee is not entitled 
to severance or separation benefits and is subjest to 
termination with or without cause or notice in accordance with 
Personnel Policy 4.6,TerminatioR From EmploymeRt. 

G,	 Part time Tem@orary of Limited Duration is entitled only to 
statutO!)' benefits and is subject to the same conditions 
deSGFibed in 3.b, above, except that no leave accrual is allowed. 

Indi...iduals on assignment from temporary employment agencies are the 
employees of the agencies and are not Authority employees. 

3.	 A ..'ipss in ,... '11M.Ai+''I RetiF81ft8At Plan Sf a fetires in the 'I/MATA 
gefiAelil .eAtFibwtioA RetiremeAt PlaA i8 AOt eligibl8 tOF FehiF8 by the 
AwthoFity iA aAy 8mploym8At llategOF)'. 11'1 ths 8YSAt it bsums8 
.......aF)' to FstaiA ths 8SFVillSS of a FStiFS8 to psFfoFm a spellifill OF 
wnique 8UpS of wOFk fOF a 8psllifisfj fj"'Fatien, 8Ullh 8sF"iees '....i11 be 
Fetain8fj thFOligh a PFollllF8m8At 88tion in 8811oFfjanoe with the 11lthoFity 
PFoewFem8nt Regwlatione fOF pFofs88ioAai anfj tSllhAillal llon8ultant 
uAtFaot8. ReferenGe The WMATA Procurement Manual. 

.::.D:,:,._~G.Retirees. ConsultantsandContract()rs. 
'_' 

1, Aretiree irJthe WrvlAtI\ RetirernetJtPl8rJ or areti[eeui[)theWrvlATADetiri§d~c 
Contribution Retirement Plan is not eligible for rehire by Authorit'lMetro in any 
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action	 in accordance with l\uthoritvMetro's Procurement Regulations for --{ Formatted: Font: (Default) Arial 

professional and technical consultant contracts.	 , --{Formatted: Font: 11 pt 
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Title: Employment Categories 

CATEGORY 

jullTimeRegular H 

part Time Regular, .. 

2929 hours per 
wee* 

part Time .Regll~~~ 
H 

less than 29 hOUFS 
pef 

week 

j~IITime 

Temporary, 
~
 

Leng term Duration
 

DEFINITION & 
SPECIAL 
CONDITIONS 
Works full time: 76 
(TA) 89 hours 

(T8) per t\'JO '....eek 
period in an 

appro'Jed position. 

SUbjeGt to one year 
probationary 

peRod. 

\A'OFks less than full 

DURATION
 

Unlimited
 
.------ -----_._-

Unlimited 
-- ------------ ----- ... 

time, ben¥een 29 

and 29 hours per 
week in an 

approved position.
 
SuBjeGt to ene year
 
probationary
 
peRod. 

\I/orks less than 29 Unlimited 
... 

hours a .....eek in 

an appro'Jed
 
position. SUbjeGt to
 

one year 

Works full time for .Norm~lIyat 
least366 

----

Galendar days 
period of time in a & indefinite 
position further 

duration, 
authorized for long unless funding 

Geasesinless 

an undefined 

term temporary
 
than 366 days,
 -- ,

BENEFITS . r Formatted: Justified, Space After: Opt, Une 
spacing: single 
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WMATA benefits, in
 
forGe duFing time 9f
 
employment.
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Manual).
 

_~~lstatut()I)'_~~El .. H. 

.. j 

.Entitled to JlroFated .. 
annual and siGk 
leave-. 
ReGeivesother 
statutory benefits 
(e.g., 
SOGial SeGurity) only 
as 
required by la'..... 

Co','ered 0FlIy~L ..H. 
statutory benefits 
soon 
as SOGial SeGurit)'. 

..-.. ··1 Formatted: Justified, Space After: OptI Line 

.All.statutory and 
\A'MATA benef i t SH,H 

eXGept severanGe 
pay 
or partiGipation in 
WMATA Retirement 
Plan. PartiGipation in 
Defined Contribution 
Retirement Plan. No 
- . ... 

Formatted: Justified, Space After: Opt, Une 
spacing: single 

.-{ Formatted: Font: JJ pt 

... 
I.fFormatted: Justified, Space After: Opt Line 

spacing: single 

._-.-{ Formatted: Font: JJ pt 

spacing: single 

. { Formatted: Font: 11 pt 

E010580
PROPOSED



- - - - - - - - - - - -- - - - - - - --- - - -----------

Washington Metropolitan Area Transit Authority
 
PERSONNEL POLICIES AND PROCEDURES MANUAL
 

.~ .. 

Temporary, 

bimited Duration 

?artTime. 
Temporary 

(less than 37.& 
ReYfS 

per '....aek) 

~ - - - - ~~ ----------- ~. + 

appointment. 
Duration may be 
governed by 
a\'ailable funding of 
the speGifiG 
position or '....ork to 
be performed. 
Subject to 
termination '....ith OF 
without Gause OF 
AGtiGe 

otherwise 
terminated 

Works for 36& .36&days.l)F.. .,"----

Galendar days OF 
tess 

in a full time position 
authorized fOF 

limited duration
 
temporary
 

appointment. 
SubjeGt to 
termination 
with or without 
Gause or notiGe 
1.l)lorks less than full 

~ 

time on a 

partiGular projeGt fOF 
a period not to 
eXGeed 12 months 

less, or until 
otherwise 
terminated. 

3~&.daysor 

less, or until 
otherwise 
terminated 

Must bEl ..a.. high. Duration of 
SGhool, Gollege, OF 

graduate student 
'....hose work at 

AGademiG 
Program 

WMATA forms 
FeGognized part of 

a 

his/her aGademiG 
program. 

ooGef 
Personnel PoliGy 1.7 
Of 

others as spesified 
m 
PoliGy Manual. 

.E 11.~ .i. tied C)nly tl) .. 
6taMory benefits; 
annual ana siGk 
tea¥fh 

.. 

.EntitledoFllyto ... 
statutory benefits. 

If.J~aiEi . by. the 
Authority, 
same as temporary 
employee. To be 
determined by 
DireGtoF 
HRMS. 

.. 

· . { Formatted: Justified, Space After: 0 pt, Line 
I spacing: single 

· . { Formatted: Font: 11 pt 

Formatted: Justified, Space After: 0 pt, Line 
spacing: single 

.. { Formatted: Font: 11 pt 

Formatted: Justified, Space After: 0 pt, Line 
spacing: single 

· . (FOrmatted: Font: 11 pt 

Formatted: Justified, Space After: 0 pt, Line 
spacing: single 

E010580
PROPOSED



Washington Metropolitan Area Transit Authority 
PERSONNEL POLICIES AND PROCEDURES MANUAL 

J5)(eSYJ i'le
u 

The GMGR is an Unlimited Entitled to all 
e ______________ ._.· __ -------------- -------.------

ExeGYtive statYtor}' 
Management and 'NMATA 

Management benefits, 

employee selested bYt inGymbents 

by (&thel' 
than GM/CEO) serve 

the Board and at 
the pleasyre of theserves at the Board's 

pleasyre. An GM!CEO. 

inGymbent will No eligibility YndeF 

tender a Personnel Polisy 1.7 

resignation when hef!eiR..

reqyested by the 27 days annyal leave 

seam. sreElited on Jan. 1st 

ExeGytive of 

Management eash yeaF\tfhi I e 

positions are employedhere 

approved by the .. 
Board. InGymbents Prorated 27 days 

are seleGted by the Gredited for 1st 

General salendar 

Manager/CEO year on date of hirel 

(GM/CEO) and are promotionltransfer 

approveEi by the to 

Boam. All serve at this sategoF}'. 

the pleasYFe of the 
GM!CEO aAEi the 
insYmbentsma 
y--b-e 
separateEilterminated 
by the GMlCEO 
with OF withoYt 
GaY&e. 

Terms of--any 
employment sontrast 
approved by the 

I8GaFd-sypersede 
this polisy. 

•S.~~ior Man~g~ment. P()sitions.def>ignated. Unlimited Entitled to all 
SeRief' statYtoF}' 

and 'NMATA 
Management by the benefits. 

General Manager Insymbents Gan be 
separatedlteFminated 

besayse of the I"'ith or withoYtn 

extreme sonfidential sayse No eligibility 

I under .... • "7 

Formatted: Justified, Space After: 0 pt, Line 
spacing: single 

.' .. ' { Formatted: Font: 11 pt 

E010580
PROPOSED



Washington Metropolitan Area Transit Authority
 
PERSONNEL POLICIES AND PROCEDURES MANUAL
 

natwre of positions.
 
Reports to
 

GM/CEO or OffiGer.
 
GaR--be
 
separated!
 
terminated with or
 
withowt Gawse.
 

herein. 27 days 
aRAUat 
leave Gredited as 
above-. Formatted: Justified, Space After: 0 pt, Line 

spacing: single 

________ u u uu ------{ Formatted: Font: 11 pt 

E010580
PROPOSED



Washington Metropolitan Area Transit Authority
 
PERSONNEL POLICIES AND PROCEDURES MANUAL
 

''\'ashington Metropolitan Area Transit Authority 
PERSONNEl POliCY AND PROCEDURES MANUAl 
Policy No. 4.1 Title: Categories of Employment Page 6 of6 

.............. { Formatted: Font: 11 pt
 

Ernployrnent Categories 

ADDENDUM 1 . ~rmatted: Justified, Don't add space between 1 
I paragraphs of the same style ~ 

Executive & Senior Managernent Positions 

. . . ~matted: Font: 11 pt 

1.0 PURPOSE 

To provide a list of positions designated as executive ana senior management. 
. { Formatted: Font: 11 pt 

2.0 EXECUTIVE MANAGEMENT POSITIONS 

General Manager
 
Deputy General Manager, Administration
 
Deputy General Manager, Operations
 

(!ClI"I1litted: Font: 11 pt"'- - --~-- 

GJ:liefChie{ofStaff. .... {iimatted: Font: 11 pt
m ••. 

General Counsel
 
Assistant General Mana!jer, CRief En§ineer/Project Mana§ement
 
Assistant General Manager, Access Services
 
Assistant General Manager, Bus Operations
 
Assistant General Mana!jer, Customer ana Meaia Communications
 
Assistant General Mana!jer, Finance/Chief Financial Officer'
 
Assistant General Manager, Planning and Joint Development
 
Assistant General Manager, Rail Operations
 
Assistant General Manager, Transit Infrastructure and Engineering Services
 

.. { Formatted: Font: 11 pt'" - _. - - - -- - - - - - - - - - - - - - - -

Assistant General Manager, System Safety ana Risl< Management
 
Assistant General Manager, VVorkforce Development ana Administration
 
Board Secretary
 
Chief Communications Officer
 
Chief Financial Officer'
 
Chief Human Resources Officer
 
Chief Information Officer
 
Chief, Metro Transit Police Department
 
Chief Performance Officer
 
Chief Safety Officer
 
CRief Operating Officer, Bus Service
 
Chief Operatin§ Officer, Community Transportation SeNiGes
 
CRief Operatin§ Officer, Operations Support
 
Chief Operatin§ Officer, Rail Service
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Inspector General 

3.G SENIOR MANAGEMENT POSITIONS 

I\uditor General 
Chief Engineer, Faoilities 
Chief Engineer, Systems 
Chief Engineer, Vehioles 
Chief, Operations liaison 
Comptroller 
Deputy Chief Teohnology Offioer 
Deputy General Counsel 
Direotor, ADA Programs 
Direotor, Administration (CEPM) 
Direotor, Administrative Programs and Servioes 
DimGtor, Business Planning and Projeot Development 
Direotor, Blue and Orange Line Servioe 
Direotor, CiIJil Rights 
Direotor, ConstruGtion 
Direotor, Compensation and Benefits 
DireGtor, Customer Communioations 
Direotor, Customer Servioe 
DireGtor, ElelJator and Esoalator Maintenanoe 
Direotor, Employee and Labor Rolations 
Direotor, Human Resouroe Management SOFvioes 
Direotor, InfrastruGtuFO Renewal PFOgram 
Direotor, Intergovernmental Relations 
DireGtor, Joint Development and Management 
Direstor, Management and Budget Servioes 
DireGtor, Marl~eting and Advertising 
DireGtor, Metro Asoess Servioe 
Director, Operations Control Center 
DireGtor, Operations Planning and Administrative Support 
DireGtor, Organizational Development 
Director, Passenger, vehiole, Fire/Life Safety and Emergenoy Management 
DireGtor, Plant Maintenanoe 
DireGtor, Publio Affairs 
Direotor, Quality Assuranoe 
DimGtor, Rail Reliability and Teohnioal Servioes 
DireGtor, Red Line Servioe 
DireGtor, Yellow and Green Line Service 
General Superintendent, Bus Maintenance 
General Superintendent, Bus Transportation 
General Superintendent, Car Maintenance 
General Superintendent, Track Structure and System Maintenanoe 
Managing Director, Procurement and Materiels 
Prinoipal Deputy General Counsel 
Treasurer 
Executive Secretary to the General Manager 

___ -- { Formatted: Font: 11 pt 

E010580
PROPOSED



Washington Metropolitan Area Transit Authority
 
PERSONNEL POLICIES AND PROCEDURES MANUAL
 

4.03.0 RESPONSIBILITY 

The Assistant General Manager, 'J'Jorkforse Development and Administration, Of his/her 
designee, Human Resources is responsible for maintaining and issuing a current list of executive 
and senior management positions. 
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ATTACHMENT B 
Washington Metropolitan Area Transit Authority 

PERSONNEL POLICIES AND PROCEDURES MANUAL 

Policy No. 6.2 Title: Annual Leave Page 1 of 2 

I. POLICY 

The Washington Metropolitan Area Transit Authority (Metro) grants annual leave to eligible employees. 
Use of annual leave requires prior approval and is subject to work demands and requirements of Metro. 
In order to meet work demands and/or maintain an adequate workforce at all times, supervisors must use 
discretion in approving annual leave. 

Annual leave is earned on a calendar basis, January 1 through December 31. 

A. Annual leave is earned on the basis of continuous length of service as follows: 

1) 13 days - less than 3 years of service. 
2) 21 days - at least 3 years of service but less than 15 years. 
3) 27 days - 15 or more years of service. 

A previous employee of Metro who returns to Metro will accrue annual leave at the same rate as any new 
employee. 

Annual leave may be accumulated and carried over from one year to the next as follows: 

1) not more than 30 days - less than 15 years of service 
2) not more than 45 days - 15 or more years of service 

Upon separation from Metro, an employee shall be paid all accrued and unused annual leave at the 
employee's current rate of compensation. 

8. Executive Management and Senior Management (typically salary grades 16 and 17) positions 
will earn 27 days vested on the day of hire, and January 1 of every year thereafter. Office Directors, 
General Superintendents and select other management positions, as designated by the General Manager 
will earn 27 days on a prorated basis on the date of hire, appointment or promotion, and 27 days on 
January 1 of every year thereafter. Not more than 45 days accumulated annual leave can be carried over 
from one year to the next. 

c. Middle Management, typically supervisors and managers in salary grades 12 - 15 regardless 
of salary plan, will earn 50% of their annual accrual on January 1 and 50% on July 1 of every year. Leave 
will be prorated based on the date of hire, appointment or promotion and then on every January 1 and 
July 1 thereafter. Leave shall be carried over from one year to the next based on years of service as 
noted in Section A. 

D. Advance Annual Leave Requests for the advancement of annual leave may be approved at 
the discretion of management. After one year of service, a full-time regular; or part-time regular employee 
working more than 20 hours per week may be granted advance annual leave. Up to a maximum of 
10 days of paid annual leave may be advanced in any calendar year. An employee who has used the 
maximum number of advance annual leave days allowable will not be eligible for any additional days until 
the previously granted advanced annual leave has been repaid. 
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E. Repayment of Advanced Annual Leave Advanced annual leave must be repaid by the 
employee in either a lump sum cash payment or by reduction of the negative balance with annual leave 
hours accrued per pay period. This requirement will be waived only in the case of an employee's death. 

F. Transfer of Annual Leave - When an employee transfers within Metro, all continuous service 
will be credited when computing annual leave accrual rates. An employee who transfers from a union 
position to a non-represented position will be credited annual leave for the previous service in accordance 
with this policy. Unused, leave will be converted to conform to the workday of the new position. When an 
employee transfers from a non-represented position to a union position, the provisions of the union 
contract will prevail. 

II. RESPONSIBILITY 

A.	 The Department of Human Resources is responsible for the administration and maintenance 
of this policy. 

B.	 Officers and Office Directors are responsible for managing and approving annual leave. 

III. AFFECTED EMPLOYEES 

Annual Leave - All non-represented employees, except part-time regular employees working 20-29 hours 
per week. 
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Policy No. 6.2 Title: Annual Leave Page 1 of 
2R§COMMENDED CHANGES TO ANNUAL LEAVE POLICY 

Annual Lea\'e 

L.-..J.-:POLICY.. 

The The Authority Washington Metropolitan Area Transit Authority (Metro) grants annual leave witIl-pay 
to allow 1Q....eligible employees. time a'....ay from the office for Ilersonal use, rest anEl recreation. An 
emllloyee is eli!!iBle for annual lealle immeEliately ullon 
eml9loymenl Use of annual leave requires prior approval and is subject to work demands and 
requirements of Metro. In order to meet work demands and/or maintain an adequate workforce at all 
times supervisors must use discretion in approving annual leave. 

The estaBlished 1geriod for eamin!! annual leave is the calendar year,Annual leave is earned on a 
calendar basis, January 1 through -December 31 of each year. 

&-----Ao-Annual leave is earned on the basis of continuous length of service as follows: 

1) __13 days -less than 3 years of service.
 
2t-l..-21 days - at least 3 years of service but less than 15 years.
 
3) __27 days - 15 or more years of service.
 

A previous employee of Metro who returns to Metro will accrue annual leave at the same rate as any new 
employee. 

Annual leave may be accumulated and carried over from one year to the next as follows: 

1) __not more than 30 days - less than 15 years of service 
2) __not more than 45 days - 15 or more years of service 

One half Elf the accumulates annual leave in excess of the aBolie limitations will be automatically 
6enverteEl tEl sick leave. Upon del9artin!!separation from -'he AuthorityMetro, an employee shall be paid 
all accrued and unused annual leave for the remainin!! annual lealle balance at the employee's current 
rate of compensation.7 Apl9Folial is SUBject to work demands 
~irements of the Office anEl Authority. In orEler to meet work Elemanas and/or maintain an 
adequate workforce at all times, supelVisors must use aiscretion in al9l9rovin!! annual leave. 
To request annual lealie, refer to ProceElure No. 6.2.1 of this manual. 

B. Executive Management and Senior Management (typically salarv grades 16 and 17) positions 
will earn 27 days vested on the day of hire, and January 1 of every year thereafter. Office Directors, 
General Superintendents and select other management positions, as designated by-HRMS the General 
Manaqer, will earn 27 days on a prorated basis on the date of hire, appointment or promotion, and 27 
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C. Middle Management. typically supervisors and managers in salarv grades 12 - 15 regardless 
of salarv plan. will earn 50% of their annual accrual on Januarv 1 and 50% on July 1 of everv year. Leave 
will be prorated based on the date of hire. appointment or promotion and then on everv January 1 and 
July 1 thereafter. Leave shall be carried over from one year to the next based on years of service as 
noted in Section A. 

HRMS will issue a current list of Executive Mana!lement. Senior Mana!lement, Office DiJoeelors, 
General Superintemlents, ami otRer positions tRat are eli!lil3le umier tRis seelion. Usoe t£[ffiiElSl\iQf)9L.--- { Formatted: Not Highlight 
employment, an executives ami senior managers sRall be paid 

GQ. Advance Annual Leave - Requests for the advancement of annual leave may be approved 
at the discretion of management. /\nnual leave in excess of annual leave tRat is aewally accrued at tRe 
time of tRe request. _After one year of service and for !lood reason, a full-time regular; unlimited duration 
full time temporary; or part-time regular employee working more than 20 hours per week may be granted 
J*li4-advance annual leave. _Dependin!l on continuous len!ltR of selVice, uUp to a maximum of 10 days of 
paid annual leave may be advanced in any ooe--calendar year. _An employee who has used the maximum 
number of advance annual leave days allowable will not be eligible fOr any additional days until the 
previously granted advanced annual leave has been repaid. 

ED. Repayment of Advanced Annual Leave f All advance annual leave granted Advanced 
annual leave must be repaid by the employee in either a lump sum cash payment or by reduction of the 
negative balance with future compensator)' time and annual leave hours accrued oo--a-per pay period 
basis. This requirement will be waived only in the case of an employee's death. Repayment for advanced 
annual leave will notl3e recovered from families of deceased employees, beyond tRe amount recoveral3le 
through final payout of the employee's eaFRin!ls. Refer to Procedure No. 6.2.11 and 6.2.111, Advance 
Annual Leave 

tEo Transfer of Annual Leave - When an employee transfers within the AutRorityMetro, all 
continuous service will be credited when computing annual leave accrual rates._ An employee who 
transfers from a union position to a TA or TS non-represented position will be credited annual leave for 
the previous service in accordance with this policy. _Unused, accrued annual leave will be converted to 
conform witA1Q the workday of the new position (TA workday 7.5 hours; TS workday 8 Rours). When an 
employee transfers from a TA or TS non-represented position to a union position, the provisions of the 
union contract will prevail. 
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and this date will be used to calculate the amount of leave to be credited for the remaining months before
 
the next January 1 for each year.
 

Advance Annual Leave After one year of service for all non represented employees, except part time
 
regular working less than 28 hOloJrs per week, full time temporary limited duration and part time temporary.
 

JIlAFFEqED E~PL.()'Y'E.E~u uuu uu uu m uu uUm. . { Formatted: Font: 10 pt
 
As provided for in section I.B, the following positions earn 26 days of annual leave each year:
 
Assistant General Manager of Administrative Services
 
Assistant General Manager of Communications
 
Assistant General Manager of Finance & Program Dev.
 
Assistant General Manager of Transit System Dev.
 
Auditor General
 
Chief Engineer
 
Chief Labor Relations and Civil Rights Officer
 
Chief of Metro Transit Police Department
 
Chief of Operations Liaison
 
Chief Operating Officer (Sus)
 
Chief Operating Officer (Rail)
 
Chief Safuty Officer
 
Chief Technology Officer of Information Technology
 
Comptroller
 
Deputy General Counsel
 
Deputy General Manager
 
Director of American with Disabilities AGt
 
DireGtor of Business and Financial Planning
 
Director of Business Planning and Development
 
DireGtor of Ci'/il Rights
 
Director of Construction
 
Director of Customer Servioe
 
Director of Employee & Labor Relations
 
Director of Engineering and ArchiteGtIoJFO
 
Director of Extensions
 
Director of Financial Management
 
Director of Government Relations
 
Director ofl-lyman Resource Management & Planning
 
Director of Infra9tfl:Jcturo Renewal Programs
 
DireGtor of Major Capital Projects
 
DireGtor of Meaia Relations
 
Director of Organizational De'.'elol3ment
 
Director of Operations Planning & Mministrative Support
 
DireGtor of Plant Maintenance
 
Direetor of Property Development & Management
 
Director of Risk Management
 
Director of Strategic Marketing & Communications
 
Executive Secretary
 
General Counsel
 
General Manager
 
General SUl3erintendent, Car Maintenance
 
General SuperintenElent, Rail Transportation
 
General SuperintenElent, Bus Transportation AFormatted: Font: (Default) Arial, 10 pt

General SuperintenElent, Bus Maintenance 
General SUl3erintenElent, Systems Maintenance AFormatted: Font: (Default) Arial, 10 pt 
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General Superintenaent, Track & StruGlures 
Mana!jin!j DireGlor of Procurernent & Materials 
Principal Deputy General Counsel 
Secreta!)' ana Chief of Staff 
Treasurer 

I. 
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