AGENDA ITEM:
MEETING DATE: December 3, 2014
TO: Board of Directors
FROM: Kevin Smith, General Manager
SUBJECT: Approval of PI 117 - Employee Accreditation Incentive Program

and AAAE Accreditation Agreement

RECOMMENDATION: Approve and adopt PI 117 - Employee Accreditation Incentive Program as
attached. Approve agreement with the American Association of Airport Executives for matching funds
for monetary rewards for accreditation. Authorize Board President to sign AAAE Accreditation
agreement.

DISCUSSION: The Board and staff discussed creation of this program at the May and September 2014
Budget workshops. The Board reviewed this policy at the September 24, 2014 Board meeting. The
Board asked for various modifications and additional clarifications be added to the Policy Instruction.
Staff has revised the policy to include the following (outlined in red):

e Additional language on C.E. Credits

e Clarification on study and exam preparation time

e Employee standing and qualifications for the program
e Expense reimbursement

e Employee reimbursement for early separation

These revisions are outlined in red in the attached Pl 117.

PROGRAM BENEFITS

This program establishes a policy and outlines the District’s commitment to staff training and
certifications through the American Association of Airport Executives (AAAE). AAAE’s certification and
credentialing programs are the preeminent and recognized standard in the airport management and
operations profession. Pl 117 establishes a program to incentivize employees to seek and attain the
Accredited Airport Executive (AAE) credential and the Airport Certified Employee (ACE) credential.

The District benefits from these programs by having highly trained and industry recognized employees.
Through the certification process, employees will receive up to date training and current best practices
on industry standards in all areas of airport management, safety, security and operations. Participation
in the program has high potential to improve safety, security, and efficiency of the Airport District.
Currently the District has two employees enrolled in the AAE program and one enrolled in the ACE



program. Staff estimates that one employee will complete the AAE process and one will complete the
ACE process in FY2015.

Creation of this program allows the District to participate in AAAE’s monetary “matching program”.
AAAE will match the District’s $1,500 monetary reward providing for a $3,000 reward for completion of
the AAE credential. Currently AAAE does not have a “matching program” for ACE certification.

FISCAL IMPACT:
Staff anticipates less than $5,000 per year in costs to District.

PUBLIC COMMUNICATIONS:

Staff has no specific public communication strategy planned for this item. As employees certify, staff
will assure their AAE and ACE credentials are made public. Staff will also work with employees who are
candidates for this program, encouraging their participation.

ATTACHMENTS:

PI1-117 Employee Accreditation Incentive Program

AAAE Accreditation Agreement



TRUCKEE TAHOE AIRPORT DISTRICT
POLICY INSTRUCTION

PI NUMBER: 117 Effective December 3, 2014

SUBJECT: EMPLOYEE ACCREDITATION INCENTIVE PROGRAM

PURPOSE: To establish an incentive program for District employees to seek and attain
Accredited Airport Executive credentials (A.A.E.) and Airport Certified Employee credentials
(A.C.E) through the American Association of Airport Executives (AAAE).

POLICY:

It is District policy to partner with Airport Employees to provide monetary incentives to
encourage participation in accreditation programs offered by AAAE.

AAAE's Accredited Airport Executive (AAE) program commands respect in the airport industry.
It is considered the industry standard in executive credentialing for airports of all sizes. The
credential requires completion of a comprehensive 3 phase process including a 180 question
exam, a research paper, and a final interview before a Certification Board. Candidates are
tested on their industry knowledge per the items list below. AAE has a continuing education
(C.E.) requirement similar to legal and CPA requirements to keep the credential active. Once
certified, employees will complete C.E. credits locally, online, or as part of their regular
conference attendance schedule.

ACE, is a Part 139-based curriculum designed to educate and challenge airport personnel with
airfield operations responsibilities. ACE training provides a high level of education to safely and
efficiently manage airfield operations, airfield lighting, markings, winter operations, airfield
Inspections, etc. There is no continuing education requirement for ACE.

Benefits to the District include:

Accredited Airport Executive

1. The employee, through self-study, written examination, research paper, and the Final
interview, receives a high level of knowledge and training in the following study areas:
a. Innovative Finance and Alternative Sources of Revenue for airports
b. Legislative Affairs, Marketing, Communications
c. Airport Operations Security and Maintenance



d. Safety Management and Emergency Operations
e. Planning, Construction and Environmental Compliance
f. Airport Finance and Administration

2. Accreditation requires an original research paper to be conducted on a topic/issue
related to the Truckee Tahoe Airport which in turn assists the District in problem
solving.

3. The A.A.E. designation is a distinct honor in the aviation industry, one that stands for
achievement and ability. The credential will bring professionalism and credibility to the
District.

The knowledge received will enhance the employee’s ability to succeed at his/her job.

5. The program, through certification and continuing education, permits the employee to
stay current and up to date on the aviation industry.

6. A.A.E.is an industry recognized credential that highlights the individual’s commitment
to the airport management profession.

Airport Certified Employee

1. The employee, through self-study and a written examination, receives a high level of
training and knowledge in the following study areas.
a. Airport Surfaces, markings, signs, lighting, and self-inspection
b. Ground vehicle operations, NAVAIDs, ATC, and Part 77
c. Hazardous Materials, FOD, Wildlife, ARFF, Winter Operations, and Security
d. Airport layout, Safety, and Part 139 Introduction
2. Skills and knowledge as outlined in #1 are critical to the safe and efficient operation of
the airport.
3. Employees are receiving current best practices in airport and airfield operation.
4. The knowledge received will enhance the employee’s ability to succeed at his/her job.
5. The credential will confirm the District’s commitment to professionalism and training
and provide credibility to the District.

Process

The process to achieve the credential is substantial and requires a high level of commitment by
the employee. The typical time frame for an employee to complete the AAE process is 3 to 5
years. The ACE credential can be completed in 6 months to 1 year.

Typically employees are required to study when off duty, however schedule permitting and if
specific topics are applicable to the employee job functions, or are incorporated into the
employee’s regular and recurrent training schedule, study and review during work hours is
permitted subject to approval of the employee’s supervisor.



Interested employees are encouraged to speak with their supervisor if they are interested in
participating in either the AAE or ACE certification program. Employees must be in good
standing with the District as determined by the General Manager and have completed one year
of employment before they can sit for an A.C.E. or C.M. exam. The Supervisor will submit a
recommendation to the General Manager for final approval and a review of available funding.
The Board of Directors will approve the General Manager’s participation in the program.

The District does not reimburse for expenses or travel costs for certification aside from the
program enrollment and testing fees. It is expected that the employee will proctor the A.C.E
Exam, and C.M. Exam locally at Sierra Nevada College or other local proctors. The A.A.E. Final
Interview shall be scheduled and conducted locally or when the employee is attending regular
AAAE or SWAAAE training events or conferences. The District does not pay for certification
academy expenses.

Incentive

Upon successful completion of the AAE credentialing process, the employee will receive a
monetary reward of $1,500 from the District, plus an additional $1,500 from the AAAE Incentive
Match program based on funding program availability for a total of $3,000.

Upon successful passage of the ACE exam, the employee will receive a monetary reward of
$1,000 from the District.

Within 24 months of certification, if an employee separates employment or is terminated, the
employee will be required to repay a pro-rated share of the certification incentive payment.
Repayment applies to funds paid by the District and not incentive funds paid by AAAE. Pro-
rated repayment will be withheld from the employee’s final pay check.



AAAFE ACCREDITATION AGREEMENT

THIS AGREEMENT (“Agreement”) is made by and between the American Association of
Airport Executives (“AAAE”), having a place of business at 601 Madison Street, Suite 400,
Alexandria, Virginia 22314, and the (“Airport”) having a place of business at
, with reference to the following:

WHEREAS, AAAE desires to promote and add value to the AAAE Accreditation
Program by providing incentives through a monetary “matching program” that encourages the
Airport to offer its employees benefits to pursue accreditation.

WHEREAS, the Airport desires to participate in AAAE’s monetary “matching program” to
encourage its employees to pursue accreditation.

WHEREAS, the parties desire to define and establish their respective rights, responsibilities,
duties, and obligations;

NOW, THEREFORE, in consideration of the promises and the mutual agreements contained
herein, the parties agree as follows:

1. The Parties Roles — AAAE will match the Airport’s contribution to a successful
accreditation candidate up to $1,500 per candidate upon the completion of the following conditions:

a. The Airport creates a “new” accreditation incentive program. This means that the
Airport will either modify its existing accreditation incentive program to provide additional funds for
each candidate or if no program currently exists, the Airport will create a new program that provides
funds to each accreditation candidate. AAAE will match funds up to $1,500 of the additional or
newly provided Airport funds made available to each successful accreditation candidate.

b. The Airport’'s modified or newly created program provides funds in the following
ways: (1) paper workshop tuition; (2) academic tuition; (3) travel costs associated with accreditation;
(4) accreditation study materials; or (5) one-time bonus; (6) other monetary benefit plans acceptable
to AAAE.

c¢. The Airport submits detailed documentation to AAAE of payments to or for the
benefit of a candidate upon the candidate’s successful completion of the accreditation program.
Once AAAE receives such documentation, it will make a matching payment up to $1,500 of the new
or additional funds, in the form of a check, to the successful candidate.

d. AAAE will recognize the Airport’'s participation in this program with an
announcement to the membership upon each candidate’s successful completion of the
accreditation program.



e. Upon the candidate’s completion of the accreditation program (and if all other
terms of this Agreement are met) AAAE will notify the candidate that AAAE has forwarded to the
Airport the matching payment, made out directly to the candidate, for distribution to the candidate.

2. Costs. Each party will bear its own costs, risks, and liabilities for the performance of
this Agreement.

3. Term. This Agreement shall be effective as of execution of the Agreement and shall
continue in effect until the earliest to occur of the following:

a. Each party provides 15 days written notice of intent to terminate this Agreement;
b. Either party becomes insolvent or bankrupt, files for reorganization under the
bankruptcy laws, or makes an assignment for the benefit of its creditors;
or
C. Either party commits a material breach of this Agreement and such breach is not

cured within thirty (30) days after that party receives notice of the breach;
The parties may at any time agree in writing to extend the term of this Agreement to cover future
projects on the terms and conditions as are contained herein or on such other terms as may be
agreed upon by the parties. '

6. Relationship of Parties. This Agreement shall not constitute, create, or otherwise
imply an employment, joint venture, partnership, agency or similar arrangement, and nothing
contained herein shall be construed as providing for the sharing of profits or losses arising from the
efforts of either or.both of the parties hereto. Each party to this Agreement shall act as an
independent contractor, and neither party shall have the power to act for or bind the other party
except as expressly provided for herein.

7. Ethical Practices. By signing this Agreement, the parties represent that they are not
presently suspended or debarred or proposed for suspension or debarment by any government
agency from entering or performing the obligations of this Agreement. Parties agree to comply with
all applicable laws and regulations pertaining to the performance of this Agreement.

8. Confidentiality. Each party will take all reasonable steps to assure that any materials
or information considered by the other party to be confidential which has or will come into the
possession or knowledge of either party in connection with this Agreement, will not be disclosed to
others, in whole or in part, without the prior written permission of the other party, unless, the
disclosing party has received a, proper subpoena or other specific, proper request from a
governmental agency for such confidential information, the disclosing party uses best efforts to limit
disclosure and to obtain confidential treatment or a protective order, and has given the non-
disclosing party a fair opportunity to participate in the proceeding. This obligation shall continue
until two (2) years after the termination of this agreement with the exception of trade secrets, which
shall remain confidential until it is no longer a trade secret under applicable law.

Each party considers information to be confidential if it is a trade secret, as defined by
applicable law, or proprietary information which relates to a party’s past, present and/or future
research, development and business activities and which is information either identified as being
proprietary information, or which is information that a reasonable person would understand to be
proprietary information. Notwithstanding, neither party will have any obligation to maintain the
confidentiality of any information which (i) was in the receiving party’s lawful possession prior to the
submission thereof by the providing party, (ii) is later lawfully made available to the receiving party
by a third party having no obligation of secrecy to the providing party, (iii) is independently
developed by the receiving party or (iv) is or later becomes available to the public through no act or



failure to act by the receiving party. The recipient of confidential and/or proprietary information will
immediately return or destroy such information upon the providing party’s request.

Each Party will keep all confidential information including reports, strictly confidential and
except as required by law, reveal no information from reports to any person, whether by sale,
assigning, or other form of transfer.

9. Indemnification. Each Party (“Indemnifying Party”) covenants and hereby agrees to
indemnify, defend, protect and hold harmless the other party, its officers, employees, contractors and
agents, and all of their affiliates (collectively “Indemnified Parties”), from and against any and all
claims, demands, damages, obligations, liabilities, losses, costs, expenses, penalties, suits or
judgments, at any time received, incurred or accrued by the Indemnified Parties, arising out of or
resulting in whole or in part from any act (or failure to act) of the Indemnifying Party, its officers,
employees, contractors or agents, or which arises from the Indemnifying Party’s or its officers,
employees, contractors or agents provision of services, or failure to do anything, required under this
Agreement, except as may arise from the gross negligence or the willful misconduct of the
Indemnified Parties.

10. Insurance. Parties shall be solely responsible for obtaining workers compensation
insurance for their employees and agents and such other insurance as may be required by
applicable laws.

11. Miscellaneous.

a. Survival. The obligations set forth in the paragraphs entitled “Confidentiality,”
“Indemnification,” “Attorneys’ Fees,” “Governing Law; Venue,” and “Publicity” shall survive the
expiration or termination of this Agreement.

b. Attorneys' Fees. In the event suit is brought to enforce or interpret any part of this
Agreement, the prevailing party shall be entitled to recover as an element of the costs of suit, and
not as damages, reasonable attorneys' fees to be fixed by the Court.

c. Waiver, Modification and Amendment. No provision of this Agreement may be
waived unless in writing, signed by all of the parties hereto. Waiver of any one provision of this
Agreement shall not be deemed to be a continuing waiver or a waiver of any other provision. This
Agreement may be modified or amended only by a written agreement executed by all of the parties
hereto.

d. Governing Law; Venue. This Agreement shall be governed and construed in
accordance with the laws of the Commonwealth of Virginia, without regard to choice of law
principles.

e. Assignment. Neither this Agreement nor any duties or obligations hereunder shall
be assigned or transferred by either party without the prior written approval of the other party.

f. Notices. All notices under this Agreement will be in writing and will be delivered by
personal service, facsimile or certified mail, postage prepaid, or overnight courier to such address
as may be designated from time to time by the relevant party, which initially shall be the address set
forth on the signature page to this Agreement. Any notice sent by certified mail will be deemed to
have been given five (5) days after the date on which it is mailed. All other notices will be deemed
given when received. No objection may be made to the manner of delivery of any notice actually
received in writing by an authorized agent of a party.



g. Partial Invalidity. If any provision of this Agreement is held by a court of
competent jurisdiction to be invalid, void or unenforceable, the remaining provisions shall
nevertheless continue in full force without being impaired or invalidated in any manner.

h. Entire_Agreement. This Agreement contains the entire agreement and
understanding of the parties with respect to the subject matter hereof, and supersedes and replaces
any and all prior discussions, representations and understandings, whether oral or written.

IN WITNESS WHEREOF, the parties have executed this Agreement through their duly
authorized representatives.

Airport Director AAAE
By By____Cindy Gunderson
(Print Name)
(Sign Name) (Sign Name)
Airport Director Title_Sr. Vice President, Membership,

Accreditation & Certification Programs

Mailing Address:

601 Madison Street, Suite 400
Alexandria, Virginia 22314
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