
  

MBTA Transit Ambassador Program   

Call Out Procedure  

 

All Transit Ambassadors are required to work their scheduled shifts or drop/swap with another eligible Transit 

Ambassador. If you can NOT swap or drop your shift and simply need to not work the procedure is:  

• Immediately alert the current manager on duty via text message. This means the manger currently working, NOT 

the manager assigned during your shift (who may not answer the phone as they are not working). If there is no 

response to the text message within 15 minutes then call to ensure the message was received. Leaving a voice 

mail is acceptable after 2 failed attempts to reach the manager on duty.  If by phone:  

o Get voice confirmation from that manager that they received your message.  

o If you are calling out during a time there is no manager on duty (for example, 4am call out for your 

5:45am shift) please text message the manager who will be on duty during this shift, as they are the next 

person who would have access to the information.  

• If by text:  

o Get confirmation that they received the text message. This means if they have not responded they may 

not have received the text message.  

• Emails are NOT valid as there is no confirmation the message was seen and the manager may not know you 

have called out. Messages through When I Work are also not valid.  

• The Manager on Duty and their contact information is listed in our scheduling program “When I Work” and it is 

your responsibility to know who to contact. Contacting the wrong person can have a large negative impact on 

service and may result in you being expected for a shift and subsequently listed as a “No Call, No Show”   

• Do NOT call or text people other than the MOD, especially people who do not work on the operation side (such 

as our admin, recruiting manager etc.)  

As a Transit Ambassador you begin accruing PTO (paid time off) immediately at a rate of 1 hour per 30 worked, 

complying with MA hourly employee guidelines. This is true for all FT and PT Transit Ambassadors. You can begin using 

PTO once you have completed your first 90 days of service.  

If you have ANY PTO it will be applied to your shift you have called out, up to the full duration of the shift. If you have a 9 

hour shift and 9+ hours PTO then all 9 hours would be applied.  

If you have enough PTO to cover your entire shift the shift will not affect your attendance standing at all. If you do not 

you are subject to the missed time affecting your attendance in compliance with our point system (Section 704 of the 

handbook).  

Failure to follow the outlined call out procedure may result in your missed time being classified as a “No Call, No Show” 

which has a significant impact on your attendance standing.  

 Name:__________________________________________  

Signature:_______________________________________  

Date:___________________________________________  


