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October 16, 2020  AGENDA ITEM 3.6 
 
 
TO:  Regional Transportation Commission 
 
FROM: Angela Reich, SPHR   

Director of Administrative 
Services 
 

____________________________ 
Bill Thomas, AICP 
Executive Director 

 
SUBJECT:    Updates, Deletions and Modifications to RTC Personnel Rules and RTC 

Management Policies 
 
 
RECOMMENDATION 
 
Approve addition of new language to RTC Personnel Rules: Workplace Safety; Team Incentive 
Award and Employment Categories. Approve the deletion of RTC Management Policies: Safety 
Policy and Program (P-38) and Employment Categories (P-50).  Approve modification to RTC 
Management Policy Equal Employment Opportunity (P-2) and Reasonable Accommodation (P-48). 
 
SUMMARY 
 
The recommended new language of Workplace Safety and Employment Categories to the RTC 
Personnel Rules is to update and replace language from RTC Management Policies Safety Policy 
and Program (P-38) and Employment Categories (P-50) recommended for deletion. The 
recommended new language of Team Incentive Award is to provide recognition to assigned teams 
at the direction of the Executive Director. The recommended modification of Equal Opportunity  
(P-2) and Reasonable Accommodation (P-48) is to update with current laws.  
 
FISCAL IMPACT 
 
Any fiscal impact is included in the approved Fiscal Year 2021 budget. 
 
ADDITIONAL BACKGROUND 
 
The foregoing recommendation continues the process of reviewing and updating the Personnel Rules 
and Management Policies of the RTC to improve clarity, reduce redundancy and to align them with 
current laws and management practices.   
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PREVIOUS ACTIONS BY BOARD 
 
The Board approved changes to RTC Personnel Rules September 18, 2020. The Board approved 
RTC Management Policies Equal Employment Opportunity (P-2) September 21, 2018; Anti-
Harassment (P-3) September 15, 2017; Safety Policy and Program (P-38)  September 15, 1994; 
Employment Categories (P-50) November 29, 2010. 
 
 
Attachments 
 
 
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Updated Personnel Rules Attachment - October 2020 

Workplace Safety 

Employees have a duty to comply with all safety rules and are expected to take an active part in 
maintaining a hazard-free environment.  Nevada OSHA requires that each new employee reads, 
understands, and signs the Nevada Workplace Safety Employee Rights and Responsibilities form. 
Employees are to direct questions to their supervisor. 

Employees are expected to observe all posted safety rules, adhere to all safety instructions, properly use 
all equipment, read and understand the RTC Safety Management System Plan (SMSP) located on 
SharePoint.  Employees are required to report any accidents or injuries, and any breaches of safety to 
their supervisor as soon as possible. 

Disciplinary action, up to and including termination, may be imposed for violation of known safety policy 
and/or procedure. 

Employees with ideas, concerns, or suggestions for improved safety within the workplace are 
encouraged to raise them with the safety and security administrator, their supervisor or with another 
member of management.  Reports and concerns about workplace safety issues may be made 
anonymously if the employee wishes.  All reports made in good faith may be made without fear of 
discrimination or retaliation. 

Team Incentive Award 

A Team Incentive Award aims to promote assigned teams identified as performing in an exceptional 
manner in attaining specific, agency-set goals or solving specific issues at the request of the Appointing 
Authority or the Executive Director. The Team Incentive Award will be a nominal amount in the form of 
a bonus for the team member and will be awarded at the sole discretion of the Executive Director.  All 
awards are considered taxable income and will be reflected on the employee’s income earning 
statements. 

Position Designations 

All positions are designated as “exempt” or “non-exempt” according to federal and state laws and 
regulations.   

Non-Exempt employees are employees whose work is covered by the Fair Labor Standards Act 
(FLSA). They are NOT exempt from the law’s requirements concerning minimum wage and 
overtime.  

Exempt employees are generally executive, professional, administrative, or technical staff 
who are exempt from the minimum wage and overtime provisions of the FLSA. Exempt 
employees hold jobs which meet the standards and criteria established under the FLSA by the 
US Department of Labor.  

Attachment A



In addition, the RTC has established the following categories for both non-exempt and exempt 
employees: 

Regular, full-time –Employees who are not in a temporary status and who are regularly 
scheduled to work a full-time schedule of 40 hours each week on a regularly scheduled basis.  
Generally, they are eligible for the full benefit package, subject to the terms, conditions and 
limitations of each benefit program.  

Regular, part-time – Employees who are not in a temporary status and who are regularly 
scheduled to work less than the full-time schedule but at least 20 hours each week.  Regular, 
part-time employees are eligible for some of the benefits offered by the Agency subject to the 
terms, conditions, and limitations of each benefit program.  

 



RTC Management Policy P-38 
 Date Approved: 9/15/1994

 Approved:_____________________

MANAGEMENT POLICY 

SUBJECT:  SAFETY POLICY AND PROGRAM

PURPOSE 

To establish RTC's commitment to safety and health in the workplace. 

POLICY 

It is the policy of the Regional Transportation Commission to maintain a safe and healthy 
workplace for all employees.  Managers and supervisors are responsible for carrying out the 
policies adopted by the RTC to prevent accidents and minimize workplace injuries.  Employees 
share in the responsibility to work safely and to bring hazardous conditions to the attention of 
RTC Management. 

These procedures for the Safety Program have been created and documented in writing in 
recognition of our obligation to provide the safest possible working conditions for our 
employees.  All employees are expected to follow the procedures set forth in this Program as a 
condition of continued employment.  Revisions to the procedures of the Safety Program may be 
made in the future by the RTC Executive Director, dependent upon workplace conditions or 
changes required by State or Federal regulations. 

PROCEDURES 

Safety Responsibilities 

The following responsibilities and procedures are set forth to ensure consistent understanding of 
each RTC employee's responsibility relative to the Safety Program and workplace safety. 

DELE
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Management: 

Management shall be responsible for establishing and maintaining guidelines and procedures to 
eliminate unsafe working conditions and minimize the potential for employee injuries.  To this 
end, RTC Management shall: 

1. Establish a Safety Program. 
2. Enforce rules set forth in this program. 
3. Encourage employees to report hazardous conditions and correct these conditions as 

authorized. 
4. Conduct quarterly inspections of the facility to assess hazardous conditions. 
5. Conduct training sessions on safety issues in accordance with OSHA requirements, and 

as our experience indicates are needed. 
6. Investigate all injuries and "near miss" accidents. 

Employees: 

RTC employees have a duty to take responsibility for workplace safety.  In order to minimize the 
chance of injury to themselves and coworkers, all employees shall: 

1. Comply with this Safety Program. 
2. Report hazardous conditions to management. 
3. Attend training sessions held by the agency. 
4. Immediately report injuries or accidents which do not result in injuries ("near misses") to 

management. 

Safety Coordinators: 

Management shall appoint a Safety Coordinator to implement and administer the Safety 
Program.  The duties of this individual shall include the following: 
 
1. Provide assistance in complying with OSHA regulations. 
2. Assist as needed in injury and "near miss" investigations. 
3. Assist as needed in conducting inspections. 
4. Maintain and post the OSHA 200 log. 
5. Keep up to date with OSHA regulations, as well as other applicable regulations. 
6. Assist supervisors as needed in investigating employee reports of hazardous conditions. 
7. Follow up with supervisors to ensure that causes which resulted in injuries are corrected 

after an injury occurs. 

G:\POLICIES\CURRENT\P-38 Safety.doc 
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Supervisors: 

The duties of the supervisors shall include the following: 

1. Conduct an immediate investigation of all injuries and "near misses." 
2. Investigate employee reports of hazardous conditions and recommend corrective action. 
3. Ensure that causes which resulted in injuries are corrected after an injury occurs. 

Hazard Identification and Control 

The Safety Coordinators will conduct quarterly safety inspections using the checklist contained 
at the end of this Program.  Problems will be noted on the checklist, and corrective action, 
abatement dates, and responsible officials will be noted on the Safety and Health Deficiency 
Report.  The checklist may be revised by the Safety Coordinator as necessary to reflect 
workplace conditions.  The Safety Coordinator will maintain these completed checklists for five 
years. 

Employees are to report hazardous conditions by using the Report of Hazard, Unsafe Condition 
or Practice form and submitting it to their immediate supervisor.  The supervisor will 
recommend corrective action.  Management will follow up on recommended action to ensure 
implementation or change the recommendation if appropriate.  This will all be documented on 
the Report of hazard, Unsafe Condition or Practice form, which will be forwarded to and 
maintained by the Safety Coordinator for five years. 

Training 

The Safety Coordinator shall be responsible for developing and providing training to employees 
to prevent accidents and minimize injuries.  Training will be provided at regular intervals.  The 
following is a list of possible topics for employee training.  It is not intended to be a complete 
list, and other topics may be added in the future. 

 Hazard Communication 
 Emergency Action Plan 
 Safe Lifting 
 Hazard Recognition, Evaluation and Control 
 First Aid/CPR 
 Heat Stress 
 Hand Safety 
 Video Display Terminal Work Station Design 
 Housekeeping 
 Fire Extinguisher Usage 
 Eye Protection 
 Holiday Safety 
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DELE
TE



SAFETY POLICY AND PROGRAM 
Page 4 

All training sessions will include a review of injuries which have occurred since the previous 
training session. 

Training may consist of lectures, videos, handouts, and guest speakers.  Training will be 
documented by using the Safety Training Form, which will be maintained upon completion by 
the Safety Coordinator for three years. 

New employee orientation will be conducted by the Department Director and Safety Coordinator 
using the New Employee Orientation Form.  Completed forms will be maintained by the Safety 
Coordinator for three years. 

Accident Investigations 

All injuries are to be reported immediately to Management by the injured employee by filling out 
a C-1 form (attached).  An investigation is to begin immediately by the immediate supervisor of 
the injured person.  The Injury Investigation Form is to be completed by the immediate 
supervisor. 

The C-1 and the Injury Investigation Form are to be submitted to the Safety Coordinator in order 
to ensure corrective action is taken to reduce the probability of another injury occurring.  These 
forms are to be maintained by the Safety Coordinator for three years. 

Near misses are to be reported on the Near Miss Form, and the process for investigating and 
correcting the problem is the same as described above. 

Safety Rules and Discipline 

General Safety Rules: 

The following is a list of general safety rules for all employees to comply with.  It is not intended 
to be an exhaustive list of all possible safety precautions, and other general rules may be added 
as appropriate. 

1. Do follow prescribed safety practices at all times. 
2. Do report hazardous conditions as described in this program. 
3. Do maintain safe housekeeping standards in your work area. 
4. Do wear appropriate personal protective equipment when at jobs where this is required. 
5. Do report all injuries and near misses immediately. 
6. Do comply with all safety instructions given. 
7. Do not run in the workplace or parking lot. 
8. Do not use machinery if it is not properly guarded. 
9. Do not try to lift more than you feel comfortable with – get help. 
10. Do not eat or drink in assigned first-aid areas. 
11. Do not engage in prohibited horseplay. 
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Management is responsible for enforcing these general safety rules, as well as more specific 
safety rules or policies included in other written programs or designated by departmental or 
specific job needs.  RTC will utilize the progressive discipline policy for safety infractions as 
follows: 

First Offense A documented verbal warning 
Second Offense Written warning placed in personnel file 
Third Offense Suspension without pay for no less than three days 
Fourth Offense Termination 

We reserve the right to skip steps in the progressive discipline process of an employee if that 
employee engages in horseplay or any other safety infraction based upon the seriousness of the 
infraction and/or the consequences.  In such cases, discipline may be administered at any of the 
above steps, including termination. 

All disciplinary action will be documented by using the Safety Violation Form.  The Safety 
Coordinator will maintain completed Safety Violation Forms for three years. 

Safety Committee 

Management will establish a Safety Committee comprised of both management/supervisory and 
non-supervisory employee representatives.  The Safety Coordinator will chair the Committee.  
The employee representatives will be elected by their peers.  If no employee representatives 
volunteer, they may then be appointed by Management.  The Committee shall consider 
alternative methods of member selection as one of its first duties.  Recommendations shall be 
forwarded to Management and future methods to be used approved before implementation. 

The purpose of the Committee shall be to assist the organization in identifying unsafe work 
practices, suggesting improved safety procedures, suggesting pertinent training topics, assisting 
in accident investigations when necessary, conveying the need for safe work habits to coworkers, 
and generally supporting the organization's commitment to safety. 

The Safety Committee will generally conduct quarterly meetings.  A committee member shall be 
selected by the committee to take minutes of the committee meetings and actions.  Minutes shall 
be maintained by the Safety Coordinator. 
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Record Keeping 

All required records shall be kept as designated by state statute and as set forth in this program.  
Appropriate persons shall be assigned to maintain each of the records required. 

Safety Checklists 5 years 
Report of Hazard, Unsafe Condition or Practice 5 years 
Safety Training Form 3 years 
New Employee Orientation Form 3 years 
C-1, Notice of Injury or Occupational Disease` 3 years 
Injury Investigation Form 3 years 

Enforcement 

The overall enforcement of the state statute and Nevada administrative code has been designated 
to the Nevada Occupational Safety and Health Enforcement Section of SIIS.  In-house 
enforcement of the Safety Program has been designated to RTC Management. 
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Safety Violation Form 

Date: __________________ Employee Name: __________________________ 

1st warning (verbal warning) This is your ____________ 

 ____________ 2nd warning (written warning) 

 ____________ 3rd warning (suspension: ___ days without pay) 

 ____________ 4th warning (termination) 

   

Description of offense: ________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

   

Previous warnings (if applicable): _________________  – Date 

 _________________  – Date 

Employee response: ____________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

   

   

_________________________________________________ 
Supervisor Signature 

______________________ 
Date 

_________________________________________________ 
Employee Signature 

______________________ 
Date 
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New Employee Orientation Form 

Employee Name:  _______________________________ Date:  ___________________ 
  
 Safety Coordinator/ 

Supervisor Initial Here 
  
1. Company safety program reviewed ________________________ 
2. General safety rules reviewed ________________________ 
3. Enforcement procedures reviewed ________________________ 
4. Injury reporting procedure reviewed ________________________ 
5. Workers’ Rights and Responsibilities ________________________ 
6. Hazardous Condition Report Form reviewed ________________________ 
7. Emergency Action Plan reviewed ________________________ 
8. Location and use of fire extinguishers ________________________ 
9. Hazard Communication Program reviewed ________________________ 
10. Hazardous Materials MSDS’s reviewed ________________________ 
11. Personal Protective Equipment requirements reviewed ________________________ 
12. Housekeeping standards reviewing ________________________ 
13. Proper lifting procedures reviewed ________________________ 
14. Other (list below) ________________________ 
 ________________________________________________________________________
 ________________________________________________________________________
 ________________________________________________________________________
 ________________________________________________________________________
 ________________________________________________________________________
 ________________________________________________________________________
  
  
_________________________________________________

Employee Signature 
______________________ 

Date 

_________________________________________________
Safety Coordinator 

______________________ 
Date 

_________________________________________________
Department Director or Supervisor 

______________________ 
Date 
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Safety Training Form 

Topic:  

Trainer:  Date:  

Format:  

Sign In:  
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Injury Investigation Form 
(To be completed by supervisor) 

Employee Name:  SSN:  

Job Position:  

Date and Time of Injury:  

Location of Accident:  

Location of Injury:  

Date and time injury reported to you:  

Witnesses:  

 

First Aid Given:  

How did injury occur?  

 

 

What were causes of injury?  

 

 

What recommendations do you have to prevent re-occurrence?  

 

 

Corrective Action Taken (completed by Supervisor):  

  

  

  

  

   

   
(Supervisor Signature)  (Safety Coordinator Signature) 
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Near Miss Report Form 
(To be completed by employee) 

Employee Name:  SSN:  

Job Position:  

Date and time of near miss:  

Witnesses:  

 

 

Describe what happened:  

 

 

 

How do you think this type of “near miss” could be prevented in the future?  

 

 

 

 

Corrective action (to be completed by Safety Coordinator):  

  

  

  

  

  

   

   

   
(Employee Signature   Date)  (Supervisor Signature   Date) 
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SAFETY AND HEALTH DEFICIENCY REPORT 

FACILITY INSPECTED: ___________________________ 
DATE INSPECTED: _______________________________ 
 
Item Number Description of Deficiencies and Recommended Corrective Action Abatement 

Date 
Actual 

Completion 
Date 

Official 
Responsible for 

Abatement 
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REPORT OF HAZARD, UNSAFE CONDITION OR PRACTICE 

EMPLOYEE’S ACTION 
Work Location 

Describe hazard, unsafe condition or practice.  Recommend corrective action. 

Employee Signature Date 

 
SUPERVISOR’S ACTION 

Recommend or describe specific action taken to eliminate the hazard, unsafe condition or practice.  (IF Corrective Action has 
been taken, indicate the Date of Abatement.) 

Supervisor Signature Date 

 
APPROVING OFFICIAL’S ACTION 

 The following corrective action was taken 
 A Work Order has been submitted to effect the following change: 
 There are no reasonable grounds to determine such a hazard exists.  This decision is based upon: 
 

Signature Date Date Employee Notified 
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RTC Management Policy P-50 

, Executive Director 

MANAGEMENT POLICY 

SUBJECT: Employment Categories 

POLICY: 

Regional Transportation Commission (RTC) employees are classified as full-time, part-time, or 

temporary and as exempt or nonexempt for the purposes of compensation administration. In 

addition, RTC may supplement the regular workforce, as needed, with other forms of flexible 

staffing. 

It is the intent ofRTC to clarify the definitions of employment classifications so that employees 
understand their employment status and benefit eligibility. 

All employees are designated as either Non-Exempt or Exempt under state and federal wage and 
hour laws. 

Non-Exempt employees are employees whose work is covered by the Fair Labor 
Standards Act (FLSA). They are NOT exempt from the law's requirements concerning 
minimum wage and overtime. 

Exempt employees are generally executive, professional, administrative, or technical 
staff who are exempt from the minimum wage and overtime provisions of the FLSA. 
Exempt employees hold jobs which meet the standards and criteria established under the 

FLSA by the US Department of Labor. 

In addition, the RTC has established the following categories for both non-exempt and 
exempt employees: 

DELE
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Employment Categories Policy 
Page2 

Regular, full-time -Employees who are not in a temporary status and who are regularly 
scheduled to work a full-time schedule of 40 hours each week on a regularly scheduled 

basis. Generally, they are eligible for the full benefit package, subject to the terms, 
conditions and limitations of each benefit program. 

Regular, part-time - Employees who are not in a temporary status and who are 
regularly scheduled to work less than the full-time schedule but at least 20 hours each 
week. Regular, part-time employees are eligible for some of the benefits offered by the 
Agency subject to the terms, conditions, and limitations of each benefit program. 

Temporary, full-time - Employees who are hired as interim replacements, to 
temporarily supplement the work force, or to assist in the completion of a specific project 
and who are temporarily scheduled to work a full-time schedule for a limited duration not 
to exceed six (6) months. 

Temporary, part-time -- Employees who are hired as interim replacements, to 
temporarily supplement the work force, or to assist in the completion of a specific project 
and who are temporarily scheduled to work less than a full-time schedule for a limited 
duration not to exceed six ( 6) months. 
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RTC MANAGEMENT POLICY P-2 

RTC Management Policy P-2 
Date Approved: 6/13/1985 
Date Revised: 3/l 7 /2000 
Date Revised: 9/19/2008 

11/20/2015 
9/21 8 

SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY 

SCOPE 
This policy of non-discrimination applies to all aspects of the employment relationship, 
including, but not limited to, recruiting, advertising, hiring, placing, compensating, granting 
leave or other employment benefits, promoting, demoting, laying-off, training, transferring, 
disciplining, and terminating individuals. It is the Regional Transportation Commission 
(RTC's) policy to apply all privileges, terms, and conditions of employment without regard to 
any consideration made improper by applicable federal, state, or local laws, and to ensure that 
all personnel actions are administered according to this policy. 

POLICY 
It is the policy of the R TC to provide equal employment opportunity for all applicants and 
employees in accordance with the law, and that employment decisions are based on merit 
(including relevant qualifications and experience - both at the RTC, if applicable, and 
elsewhere). Therefore, the R TC does not sanction or tolerate harassment or discrimination in 
any form on the basis of race, color, religion, age, gender, pregnancy, sexual orientation, 
national origin, ancestry, disability, veteran status, registered domestic partnership status, 
genetic information, gender identity or expression, political affiliation, membership in the 
Nevada National Guard, or any other class that is or becomes protected by federal and/or state 
law. 

The RTC will: 
1. Recruit, hire, train, and promote for all job classifications without regard to race, color,

religion, age, gender, pregnancy, sexual orientation, national origin, ancestry,
disability, veteran status, domestic partnership, genetic information, gender identity or
expression, political affiliation, membership in the Nevada National Guard or any other
class that is or becomes protected by federal and/or state law, as well as to ensure that
all compensation, benefits, transfers, layoffs, return from layoffs, employer-sponsored
training, social, and recreation programs will be administered in conformance with the
RTC's policy. In addition, the RTC will not discharge, discipline, or discriminate
against an individual because of domestic violence as provided for in NRS 613,
discussing compensation as provided for in NRS 613 or using leave as a National
Guard member as provided for in NRS 412.

1 
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Management Policy P-2 
Equal Employment Opportunity 

The RTC's commitment to equal opportunity employment applies to all persons involved in 
the RTC's operations and prohibits conduct in violation of this policy by any RTC employee 
(including managers, supervisors, and co-workers), applicants, volunteers, customers, or 
vendors. This commitment is further set forth in our RTC Management Policy P-3 Harassment 
and Discrimination, and Personnel Rule (General Provisions). Any employee who feels 
subjected to conduct in violation of this policy should immediately report this as provided 
under RTC Management Policy P-3 Harassment and Discrimination. 

RTC will not allow any form of retaliation against individuals who make good faith reports of 
alleged violations of this policy, or who cooperate in RTC's investigation of such reports, even 
if the reports do not reveal any wrongdoing. 
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RTC Management Policy P-2 
Date Approved: 06/13/1985 
Date Revised: 03/l7/2000 

09/19/2008 
11/20/2015 
09/21/2018 

MANAGEMENT POLICY 

SUBJECT: EQUAL EMPLOYMENT OPPORTUNITY 

I. PURPOSE

The Regional Transportation Commission (RTC) recognizes the fundamental rights of applicants 
and employees to be assessed on the basis of merit.  Recognition of seniority and current 
employment with the RTC may also be considered. Therefore, it is the policy of the RTC to 
provide equal employment opportunity for all applicants and employees.   

II. SCOPE

X Public 
Board Members 

X RTC Officers 
X RTC Employees 
X Other: Volunteers; Customers; any Vendor or other Service Provider with whom the RTC has 

a business relationship 

III. DEFINITIONS

None. 

IV. POLICY

A. RTC does not sanction or tolerate discrimination in any form on the basis of any
protected class including race, color, religion, age, gender, pregnancy, sexual
orientation, national origin, ancestry, disability, veteran status, domestic
partnership, genetic information, gender identity or expression, political affiliation,
membership in the Nevada National Guard, or any other class that becomes
protected by federal and/or state law.

Attachment D2



 
RTC Management Policy P-2 
Equal Employment Opportunity 
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B. RTC will: 
 
1. Recruit, hire, train, and promote for all job classifications without regard to 

protected class membership, as well as to ensure that all compensation, 
benefits, transfers, layoffs, return from layoffs, RTC-sponsored training, 
social, and recreation programs will be administered in conformance with 
RTC’s policy. In addition, RTC will not discharge, discipline, or 
discriminate against an individual because of domestic violence as provided 
for in NRS Chapter 613, discussing compensation as provided for in NRS 
Chapter 613, or using leave as a National Guard member as provided for in 
NRS Chapter 412; 
 

2. Comply with all applicable laws prohibiting discrimination in employment 
including Title VII of the Civil Rights Act of 1964, the Age Discrimination 
in Employment Act of 1967, the Equal Employment Opportunity Act of 
1972, the Immigration Reform and Control Act of 1986, the Americans 
with Disabilities Act, as amended, the Genetic Information 
Nondiscrimination Act of 2008, the applicable Nevada Revised Statutes on 
Equal Employment Opportunity (NRS Chapter 613), Nevada Revised 
Statutes regarding National Guard service (NRS 412.139/.1395), and any 
other applicable federal, state, and local statutory provisions.  

 
3. Provide reasonable accommodation wherever the need for such is known 

by RTC, and/or the applicant or employee indicates a need for such 
reasonable accommodation, provided that the individual is otherwise 
qualified to perform the essential functions of the assigned job and the 
employee’s performance of the assigned job duties does not pose a threat 
to the safety of themselves or others.  
 

4. Hold all managers and supervisors responsible for ensuring personnel 
policies, guidelines, practices, procedures, and activities are in compliance 
with federal and state fair employment practices, statutes, rules, and 
regulations. 
 
 

C. RTC's commitment to equal opportunity employment applies to all persons 
involved in the operation of the RTC and prohibits harassment, discrimination, and 
retaliation by any employee, including supervisors and coworkers, volunteers, 
customers or clients of the RTC, and any vendor or other service provider with 
whom the RTC has a business relationship. This commitment is further set forth in 
RTC Anti-Harassment Policy (P-3), and Personnel Rules.   
 

D. RTC will not tolerate instances of harassment, discrimination, or retaliation, 
whether or not such behavior meets the threshold of unlawful conduct.  While 
single incidents of alleged harassment, discrimination, or retaliation may not be 
sufficiently severe or pervasive to rise to the level of being a violation of the law, 



 
RTC Management Policy P-2 
Equal Employment Opportunity 
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the RTC nevertheless prohibits such conduct and may impose appropriate 
disciplinary action against any employee engaging in such. 
 

E. The primary responsibilities for ensuring fair employment practices for the RTC are 
promoted and adhered to are assigned to RTC’s designated Equal Employment 
Opportunity (EEO) Officer.  RTC’s designated EEO Officer will also serve as the 
Americans with Disabilities (ADA) Coordinator, unless otherwise noted, and as such, 
also has responsibility for coordinating RTC’s compliance with federal and state 
disability laws.  The designated EEO Officer for the RTC is the Director of 
Administration. The name and work telephone number of the designated individual 
will be posted on SharePoint.  In the event the designated EEO Officer is unavailable, 
the Director of Legal Services is designated as the alternative EEO Officer.  
 

F. RTC will not allow any form of retaliation against individuals who make good 
faith reports of alleged violations of this policy, or who cooperate in RTC's 
investigation of such reports, even if the reports do not reveal any wrongdoing. 

 
 

 - END -  



RTC Management Policy P-48 

Approved: June 19, 2009 

MANAGEMENT POLICY 

SUBJECT: Reasonable Accommodation Policy 

PURPOSE: 

The purpose of this policy is to comply with applicable laws for qualified individuals with disabilities 
and to make reasonable accommodations for the known physical or mental limitations of an otherwise 

qualified individual with a disability who is an applicant or an employee unless an undue hardship 
would result. The RTC will also make reasonable accommodations to the sincerely held religious 
beliefs of employees pursuant to the requirements of the law. 

POLICY: 

It is the policy of the RTC not to discriminate on the basis of disability against any qualified person. 

To this end all decisions relating to employment including, but not limited to recruitment, selection, 
training, assignment, promotion, compensation, transfer, benefits, and education, will be determined by 

the applicant's or employee's ability with consideration of any requested reasonable accommodation. 
This policy is applicable to all employment policies and practices. 

It is the desire of the RTC to have a respectful workplace and to reduce the barriers for applicants and 

employees to be successful in their employment. To this end, the RTC will strive to make reasonable 
accommodations for employees, regardless of whether they are actually disabled under the law. 
Accordingly, the engagement by RTC staff in an interactive process and/or the provision or offer of 
modified duties under this policy or the RTC's Worker's Compensation Policy, does not indicate that the 
RTC regards the employee as "disabled." 

Any applicant who requires an accommodation in order to safely perform the essential functions of the 
job should advise the HR representative or other RTC representative at the time of his interview and an 
employee should contact his/her supervisor or the Human Resources department and request such an 

accommodation. The Human Resources Department is responsible for implementing this policy, 

including the resolution of requests for reasonable accommodations, safety, and undue hardship issues. 

The RTC will make its programs, services and activities accessible to the disabled in all cases, except 
where to do so would result in fundamental alteration of the nature of the program, service or activity 

or cause undue financial, safety, and administrative burdens. 

All employees are required to comply with safety standards. Applicants who pose a direct threat to the 

health or safety of other individuals in the workplace, which threat cannot be eliminated by reasonable 

accommodation, will not be hired. Current employees who pose a direct threat to the health of safety of 

the other individuals in the workplace will be placed on appropriate leave until an organizational 
decision has been made in regard to the employee's immediate employment situation. 
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Interactive Process: 

• When making the request for accommodation the individual with the disability should specify
what accommodations he or she needs to perform the job.

• The RTC may require additional information from the employee/applicant, his/her healthcare
provider(s) and/or their own health care advisors in order to determine the appropriate action to
take.

• If an employee/applicant with a disability discusses the need for an accommodation with a
manager/supervisor, the manager/supervisor should notify Human Resources of this
information.

• Except as provided below, if any information regarding the employee's/applicant's medical
condition or history is acquired as a result of the interactive process, such information should
be maintained in a separate medical file and treated as confidential medical records.
Supervisors and managers may be informed on a need-to-know basis regarding necessary
information, restrictions and/or accommodations.

• During the interactive process, the RTC may implement temporary modifications for the benefit
of the applicant/employee to assess his ability to perform the functions of the position. A
temporary modification may involve the elimination or modification of an essential function.
Employees and applicants are advised, however, that the RTC may, after a trial period,
determine that the temporary modification creates undue financial, safety or administrative
burdens and cannot be made permanent.

• At the end of the information gathering process, the Agency may adopt the requested
accommodation, adopt another reasonable accommodation, or make the determination that a
reasonable accommodation does not exist The R TC reserves the right to implement the
accommodation of its choice if the accommodation requested or any alternative is reasonable
and will not impose an undue hardship.

Reporting 

Any employee who believes he or she has been subjected to any form of prohibited conduct in violation of 
this policy, or any employee who is aware of an incident or conduct in violation of this policy, must 
promptly report such conduct, preferably in writing, the facts of the incident(s) and the names of the 
individual(s) involved to his or her supervisor. If, for any reason, that action seems inappropriate the report 
should be made to the Department Director (if different from the supervisor), the Administrative Services 
Director, or Human Resources. Employees who believe they have witnessed any form of conduct 
prohibited by this Policy must also immediately report such conduct. 

No Retaliation 

RTC policy also prohibits retaliation against any employee by another employee or by the company for 
reporting, filing, testifying, assisting or participating in any manner in any investigation, proceeding or 
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hearing conducted by the company or a federal or state enforcement agency relating to this policy. Please 

report any retaliation immediately to your supervisor, Director, or Human Resources department. 

Discipline 

Any employee who violates the provisions of this policy relating to reporting or retaliation shall be subject 
to discipline up to and including termination. 

The Executive Director may make amendments to the RTC Accommodation Policy as necessary to respond 

to changing conditions while remaining consistent to the original purpose and intent of the policy. 
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RTC Management Policy P-48 
Date Approved: 06/19/2019 

MANAGEMENT POLICY 

SUBJECT: REASONABLE ACOMMODATION 

I. PURPOSE

It is the Regional Transportation Commission (RTC) policy to comply proactively with the 
applicable employment provisions of disability laws, including the Americans with Disabilities 
Act (ADA) and Nevada Law (NRS 613.310, NRS 281.370, and NRS 233.010).  The RTC does 
not tolerate discrimination against any qualified individual with a disability in regard to any terms, 
conditions, or privileges of employment and prohibits any type of harassment or discrimination 
based on the physical or mental impairment, history of impairment, or perceived impairment of an 
individual holding or seeking employment with the RTC.   

The RTC will also make reasonable accommodations to the sincerely held religious beliefs of 
employees pursuant to the requirements of the law.  

In addition, the RTC generally attempts to make reasonable job modifications for employees, 
regardless of whether they are “disabled” under the law.  Thus, the RTC’s engagement in an 
interactive process and/or the provision or offer of an accommodation or modified duty 
(including any conduct under this policy or the RTC’s return to work and workers' compensation 
policies) does not indicate that the RTC regards the employee as “disabled.” 

II. SCOPE

Public 
 Board Members 
X RTC Officers 
X RTC Employees 
X Other: Applicants 

III. DEFINITIONS

Determination of Disability

In determining whether an employee or an applicant has a disability under the law, the
employee/applicant must have a physical or mental impairment that substantially limits
one or more major life activities, have a record of such an impairment, or being regarded
as having an impairment.
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Pregnancy, Childbirth, and Related Medical Conditions 
 
Related medical conditions include, without limitation, a physical or mental condition 
intrinsic to pregnancy or childbirth, including mastitis or other lactation-related medical 
condition, gestational diabetes, pregnancy-induced hypertension, preeclampsia, post-
partum depression, loss or end of pregnancy, and recovery from loss or end of pregnancy 

 

Victims of Domestic Violence 

Victims of domestic violence or whose family or household members are victims of 
domestic violence.  “Family or household members” include the employee’s spouse, 
domestic partner, minor child, or parent or other adult person who is related within the 
first degree of consanguinity or affinity to the employee, or other adult person who is or 
was actually residing with the employee at the time of the act which constitutes domestic 
violence. 

ADA Coordinator is the Director of Administrative Services. 

EEO Officer is the Director of Administrative Services. 

 
IV. POLICY 
 

A. The RTC is committed to the full inclusion of all qualified individuals and to 
provide reasonable accommodation wherever the need for such is known to the 
RTC or whenever the employee or applicant indicates a need for reasonable 
accommodation, provided that the individual is otherwise qualified to perform the 
essential functions of the assigned job and the employee’s performance of the 
assigned job duties does not pose a direct threat to the safety of themselves or 
others. 

 
B. Accommodation 

  
1. Accommodation for Applicants:  Whenever an applicant requests 

accommodation in applying for, testing, or interviewing for a position 
with the employer, the RTC’s ADA Coordinator shall determine whether 
the request for accommodation for a covered disability is reasonable or if 
another type of accommodation can be provided.  In making the 
determination of reasonableness, the ADA Coordinator may consider 
whether granting such requests might impose an undue hardship on the 
RTC. 

 
2. Accommodation for Employees:  When the RTC has reason to believe 

an employee may need some type of accommodation to perform their 
essential job functions, the RTC will initiate an interactive process with 
the employee to find out what accommodation the employee might need.   
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a. Whenever an employee approaches their manager, the RTC’s ADA 

Coordinator, or any other manager within the RTC requesting some 
type of accommodation, the RTC will initiate the interactive process.  
 

b. Whenever a manager becomes aware that an employee has requested 
or may require some type of accommodation, the manager should 
promptly notify the ADA Coordinator.   
 

c. Upon learning of the employee’s request for accommodation, the 
ADA Coordinator shall arrange to meet with the manager and the 
employee to discuss their accommodation request, the need for any 
reasonable documentation of the disability, the associated functional 
limitations, and the impact of the proposed accommodation on the 
employer.   
 

d. Review of an employee’s particular situation by a health care 
provider may assist the organization in determining appropriate 
accommodation.  
 

3. RTC may make disability-related inquiries and require medical exams that 
are allowed, required, or necessitated by applicable laws or regulations; 
e.g., federal safety regulations, OSHA requirements. Except as provided 
below, if any information regarding the employee's or applicant's medical 
condition or history is acquired as a result of the interactive process, such 
information should be maintained in a separate medical file and treated as 
confidential medical records. Managers may be informed on a need-to-
know basis regarding necessary information, restrictions, or 
accommodations. 

 
4. Pregnancy Accommodations: Except where a bona fide occupational 

qualification otherwise dictates, the RTC will provide reasonable 
accommodations to female employees or applicants, if requested, for a 
condition of the employee or applicant related to pregnancy, childbirth, 
or related medical condition, unless the accommodation would impose 
an undue burden on the RTC. No adverse actions will be taken against 
female employees who request or use a reasonable accommodation for a 
condition of the employee related to pregnancy, childbirth or a related 
medical condition. In addition, no qualified female applicant or 
employee will be denied an employment opportunity based on their need 
for a reasonable accommodation for a condition related to pregnancy, 
childbirth, or a related medical condition. Female applicants or 
employees who are affected by a condition related to pregnancy, 
childbirth, or a related medical condition will not be required to accept 
an accommodation that the employee or applicant did not request or 
chooses not to accept. Further, the RTC will not require a female 
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employee who is affected by a condition related to pregnancy, childbirth, 
or a related medical condition to take leave from employment if a 
reasonable accommodation for any such condition of the employee is 
available that would allow the employee to continue to work. 
 
In the event an employee or an applicant seeks a reasonable pregnancy-
related accommodation, the RTC will engage in a timely, good-faith 
interactive process to attempt to arrive at an effective, reasonable 
accommodation for the employee. The employee is expected to 
participate in the process in good faith. Employees should note, however, 
that the RTC is generally not required to create a new position as an 
accommodation, to fire another employee, transfer any employee with 
more seniority, or promote any employee who is not qualified to perform 
the job.  
 
The RTC may require an employee to provide an explanatory statement 
from the employee’s physician concerning the specific accommodation 
recommended by the physician for the employee. 
 

5. Nursing Accommodations: The RTC will provide an employee who is a 
mother of a child under 1 year of age with (1) reasonable break time, to 
express breast milk as needed; and (2) a place (other than a bathroom), 
which is reasonably free from dirt and pollution, protected from the view 
of others and free from intrusion by others, where the employee may 
express breast milk. If the RTC determines that providing reasonable 
break time and suitable breast milk expression facilities will cause an 
undue burden, the employee and the RTC may meet to agree on a 
reasonable alternative. If the parties cannot reach an agreement, the RTC 
may require the employee to accept the reasonable alternative selected 
by the RTC.   
 

6. Accommodation for Victims of Domestic Violence 
 
Whenever a manager becomes aware that an employee has a need for an 
accommodation due to domestic violence, the manager should promptly 
notify the EEO Officer.  The EEO Officer shall arrange to meet with the 
manager and the employee to discuss their accommodation request; the 
need for documentation that confirms or supports the reason the employee 
requires the reasonable accommodations, and the impact of the proposed 
accommodation on the RTC.   
 

 
C. All employees are required to comply with safety standards. Applicants who pose 

a direct threat to the health or safety of other individuals in the workplace, where 
the threat cannot be eliminated by reasonable accommodation, will not be hired. 
Current employees who pose a direct threat to the health of safety of the other 
individuals in the workplace will be placed on appropriate leave until an 
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organizational decision has been made regarding the employee's immediate 
employment situation. 
 

D. Interactive Process: 
 
1. When making the request for accommodation, the individual with the 

disability should complete a Reasonable Accommodation Request Form and 
submit to the ADA Coordinator.   
 

2. RTC may require additional information from the employee or applicant, 
their healthcare providers, or Agency health care advisors to determine the 
appropriate action to take. 
 

3. Except as provided below, if any information regarding the employee's or 
applicant's medical condition or history is acquired as a result of the 
interactive process, such information should be maintained in a separate 
medical file and treated as confidential medical records. Managers may be 
informed on a need-to-know basis regarding necessary information, 
restrictions, or accommodations. 

 
4. During the interactive process, RTC may implement temporary 

modifications for the benefit of the applicant/employee to assess their ability 
to perform the functions of the position. A temporary modification may 
involve the elimination or modification of an essential function. Employees 
and applicants are advised, however, that RTC may, after a trial period, 
determine that the temporary modification creates undue financial, safety or 
administrative burdens and cannot be made permanent. 

 
5. At the end of the information gathering process, the Agency may adopt the 

requested accommodation, adopt another reasonable accommodation, or 
make the determination that a reasonable accommodation does not exist. 
RTC reserves the right to implement the accommodation of its choice if the 
accommodation requested or any alternative is reasonable and will not 
impose an undue hardship. 
 

 
E. Reporting: Any employee who believes they have been subjected to any form of 

prohibited conduct in violation of this policy, or any employee who is aware of an 
incident or conduct in violation of this policy, must promptly report such conduct, 
preferably in writing, including the facts of the incident and the names of the 
individuals involved to the ADA Coordinator. Employees who believe they have 
witnessed any form of conduct prohibited by this policy must also immediately 
report such conduct. 
 

F. No Retaliation: RTC policy prohibits retaliation against any employee by another 
employee or by the Agency for reporting, filing, testifying, assisting, or 
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participating in any manner in any investigation, proceeding or hearing conducted 
by the Agency or a federal or state enforcement agency relating to this policy. 
Employees should report any retaliation immediately to their assigned supervisor, 
department director, or the Director of Administrative Services. 
 

G. Discipline: Any employee who violates the provisions of this policy relating to 
reporting or retaliation shall be subject to discipline up to and including termination. 

 
 - END -  
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