RUN SWAP FORM
Operator #1 is requesting a run swap with Operator #2.
Operator #1 requesting swap:						___ID#:			
Run #:		Days off:			Signature:						
Operator #2 requesting swap:						___ID#:			
Run #:		Days off:			Signature:						
The dates Op. #1 will work for Op. #2 are:				_&				__.  
The dates Op. #2 will work for Op. #1 are:				_&				__.
Article 50.7 states:  A Run Operator may swap two work days for another Run Operator’s two days off.  The swap must be based on a voluntary agreement between two Run Operators and be authorized by the Director of Bus Operations or his/her designee.  Swaps are subject to the following limitations:

A. The District will not arrange or cancel swaps for employees.
B. The appropriate forms must be completed by both employees and be approved by the District.  The Run Operators must make a written request for the swap at least 10 workings days before the first swap day requested.
C. The swap must be cost-neutral to the District, i.e. the District will not incur any addition pay premiums, penalty pay or overtime beyond what would have incurred had the swap not been in place.
D. The swap cannot be cancelled if one of the Run Operators begins swapped work.  A swap will be cancelled only if both Run Operators request the cancellation by 4:30pm one day before the first swapped work is to be performed.
E. The Run Operators will be paid for the run actually driven.  The Run Operators must drive the swapped run.  For example, during the time swapped, the Run Operator cannot attend VTT or other training or engage in other non-driving work.
F. A Bus Operator may participate in a swap a maximum of four times per year, generally once per quarterly sign-up.  Operators working the Extra Board cannot swap unless they are on a hold down which has a defined end date after the swap is complete.
G. The work days swapped must be worked within the same work week.
H. Bus Operators participating in a swap cannot perform day-off work on their swapped days off.
I. A Run Operator’s failure to report or perform the swapped work will results in an occurrence under the Attendance Policy in accordance with Article 43.

  	Your Request has been APPROVED by: 							

	Your Request has been DENIED for the following reason:

		You have exceeded the allowable number of swaps in a year
		Insufficient Notice (10 working day requirement)
		Other:_________________________________________________________________________

	CANCEL request for Run Swap (requires both signatures for cancellation):

Operator #1:					 Operator #2:					 
    
c:	Operator #1, Operator #2, ATU, Dispatch, Payroll, A. Crichton	
