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Hi! I’m Sherry with the CTR Team at Community Transit and I’m happy to be able to provide
a quick refresher for the Guaranteed Ride Home Program that is not only a key tool in
overcoming some of the objections employees may have to choosing Smart Commute
Options, but also a way to actually provide a seamless transportation option in the time of
need.
Seamless is the word we are striving to achieve.
Because employees aren’t requesting guaranteed rides home every day, we understand the
process can be confusing, especially when an employee may be having a crisis. It’s also
confusing for cab drivers, who may be new to the process.
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So what is Guaranteed Ride Home?
In a nutshell, Guaranteed Ride Home provides occasional subsidized rides to commuters
who use transportation options.
Commuters may take advantage of GRH up to six times per year to get home for
unexpected emergencies such as a personal illness or a sick child. GRH can also be used for
unscheduled overtime when an employer mandates that overtime is necessary.
More importantly, Guaranteed Ride Home provides a peace of mind and more confidence
to someone using optional modes of transportation.
This helps all of us with our goals.
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Community Transit’s role in the process.
As part of our role in the CTR process, Community Transit contracts with local cab
companies to make sure that calls from ETCs are handled on a priority basis and the billing
is handled through our CTR office.

4

What are the responsibilities of our Employee Transportation Coordinators?
Making sure as part of your CTR program, employees who use transportation options know
that you are the person who can start the Guaranteed Ride Home process. You are their
local hero.
This will help stave off the first round of confusion. They shouldn’t need to wonder who to
go to for help.
It’s great to have a second contact on site, so in the event you are not available, there is
another person who can help the employee through the process.
Knowing who is eligible is key.
Because each employee is allotted only six approved Guaranteed Rides Homes annually,
ETCs also need to track their employees’ use of the program.
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Who is eligible you ask? There are specific guidelines to eligibility.
The first step is to make sure the employee who is requesting a Guaranteed Ride Home
arrived to work using any other mode besides riding solo in their car.
These modes include riding public transit, carpooling, vanpooling, bicycling and walking.
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Their reasons for needing a ride home are limited, as well.
• They are sick or an immediate family member is sick.
• They had to work late unexpectedly and missed a car or vanpool ride.
• They missed their normal car or vanpool ride home because the driver had to leave with
an emergent issue or they were informed that their shift or work was canceled.
Emergency situations come in many flavors, so they really are on a case-by-case basis.
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There are several situations where an employee cannot justify Guaranteed Ride Home:
•
•
•
•
•
•

Personal errands.
Pre-scheduled appointments or overtime.
Trips to the hospital when an ambulance would be a better option.
Business related travel.
Injury while on the job, or
Weather, including snow or rain. We live in the Pacific Northwest, so preparing for
anything other than sun should always be a personal responsibility.

There are other specific criteria that need to be accounted for when using Guaranteed Ride
Home.
• Employees’ trips must begin at the worksite and end at home or another location such
as a park and ride. There is one stop allowed to pick up a family member, prescription,
etc.
• If a commute involves a ferry ride, the cab will drop the employee off at the ferry
terminal for departure but cannot go on the ferry and you cannot get an additional
Guaranteed Ride Home appointed cab on the other end.
• Covered Rides Home are allowed up to 65 miles one way. Additional miles are paid for
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by the employer or employee depending on the company’s policy.
• Gratuity is not included and is up to the employee’s discretion.
• If an employee uses the service inappropriately, they could be terminated from the
program. We don’t generally police this, but we’ve had employees abuse the service in
the past where they have figured a way to go around their ETC.
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• So once employees have come to an ETC for help, there is a form to follow that can help
with the overall process.
• The form is located on our website on the ETC Resources Page. We suggest downloading
it and printing a few copies to have on hand.
• On that form you will find the numbers of the two cab companies, also known as service
providers, with whom that we contract services. We need to highly encourage you and
your staff to use the numbers that are listed on the form. We’ve found that even if an
ETC knows we contract with Yellow Cab and Orange Cab, there are multiple orange and
yellow cab companies in our region. If you’re in Bothell and you Google Yellow Cab,
you’ll end up with a completely different cab company than the one Community Transit
contracts with in Snohomish County.
• The driver should never ask for payment upon completion of the trip. And as was
mentioned before, gratuity is up to the employee. The Guaranteed Ride Home program
does not cover tips.
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• The front of the form is somewhat self-explanatory, but needs to be filled out in its
entirety. The top portion is what you and your employee will fill out and you, or another
person authorized to approve the Guaranteed Ride Home, need to sign.
• An important bit of information to note is if your employee is a member of a Community
Transit Vanpool. The Community Transit Vanpool program offers two additional trips
annually. If we have a Vanpool number we can track from the form, we can adjust the
number of trips allotted through that program. The bottom portion of the voucher
needs to be filled out by the cab driver.
• We authorize payment based on the information filled out on the form, so being
thorough and especially signing the authorization will save additional steps.
• Even just a bit of explanation from an ETC to an employee can help a cab driver
understand the importance of filling out the form in its entirety. We get some interesting
forms here and often we need to calculate the mileage using Google Maps. That’s
probably not the best thing to do. In reality, a cab driver could easily write down the
mileage from the worksite to the destination.
• We communicate with the cab companies throughout the year to remind them of these
points, too. But it’s hard to know what new drivers are instructed to do.
• So you know, Community Transit is invoiced for the trips by the two cab companies at
the end of each month and payment is made to the cab companies. This is good to note
in the event there is a driver confused by the process. Employers or employees should
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never be asked to pay drivers directly unless they want to tip them.
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Are there questions?
Is there anything we can provide to you to help with the process?
We have rack cards for you to display at your worksite. It will help, but knowing the ins and
outs of the program is always better.
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As always, thanks for tuning in and asking questions. We are here as part of your CTR team
to help you meet your goals. We see overcoming one of the biggest hurdles for people
choosing transportation options to get to and from work as a critical tool in your CTR
toolbox.
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