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Welcome
Ground Transportation at Sea-Tac Airport has three major components: the airport customers, ground transportation operators (drivers and owners), and the airport employees.

For a majority of the Airport’s customers, their first and last impression of the Northwest may be formed by their experience with the Airport Ground Transportation services. 

Each Ground Transportation operator should offer the highest level of customer service while acting in a courteous and professional manner. Together we will continue to function as one of the best Ground Transportation operation in the country.

Objective 
The purpose of the Ground Transportation Department at Seattle-Tacoma International Airport is to promote high quality, safe and convenient ground transportation services for the traveling public. Through our customer service efforts with the ground transportation operators we will ensure that they are able to offer a high quality product that is in accordance with the rules and regulations imposed by the Washington State Department of Licensing, Washington Utilities and Transportation Commission, City of Seattle, King County, and the Port of Seattle Airport Operations Department.
The Ground Transportation Booth is located on the 3rd Floor of the Seattle-Tacoma International Airport parking garage. Ground Transportation Staff is available to answer your questions seven days per week 0500A.M. - 0200A.M.
Port of Seattle Ground Transportation  
Seattle-Tacoma International Airport 
P.O. Box 68727 
Seattle, WA 98168

(206) 787-5904
(206) 787-5906

Definitions
The definitions set forth in the Terms and Conditions shall apply in these Operating Instructions.

Ground Transportation Operating Instructions 
The following Operating Instructions apply to Ground Transportation Operators and their employees, agents and Drivers when operating at Seattle-Tacoma International Airport.
Authorized Ground Transportation Operators, with a Port of Seattle Operating Agreement are granted permission to operate their service at Seattle-Tacoma International Airport in accordance with these Operating Instructions and all applicable law and regulations, specifically including, applicable Port tariffs, rules and regulations, and procedures and directives. Operators may obtain copies of applicable tariffs, rules and regulations, and procedures and directives at the Airport Ground Transportation Booth.
Permit Fees/Trip Fees/Violations Charges
Refer to:  Sea-Tac International Airport - Tariff No. 1 – Page 19
·  http://www.portseattle.org/Business/Documents/Tariff.pdf

Use of Premises 
A. The Port will designate and identify all loading/unloading, staging, and holding areas and reserves the right to change, designate, re-locate or abolish these areas at any time. (See Exhibit A.) Operators must promptly comply with instructions regarding vehicle use from Ground Transportation Staff.
B. Passengers may be loaded or unloaded only in designated locations. Those locations are generally designated in this Operating Rules Instructions but may be changed, at any time, by the direction of the Landside Operations Manager.
C. Operator shall not solicit or engage in any activities at the Airport intended to persuade members of the public to utilize Operator’s vehicles and/or services.
D. Operator shall not restrict, block, or impede the movement of any vehicular or pedestrian traffic at the Airport.

Equipment
A. Vehicles shall be in good operating order, free from mechanical defects, and in clean, neat, and attractive condition both inside and outside as determined by the Ground Transportation Office. Operator’s Vehicles must pass inspection by the WUTC, City of Seattle, King County, a City or County-approved ASE (Automotive Service Excellence) certified mechanic, or a Washington State-approved agency, whichever is applicable. Operator is specifically prohibited from performing any maintenance at the Airport.
B. Within fifteen (15) days from the date of Operator’s Operating Agreement, Operator will prepare and deliver to the Port a list of the total number of Vehicles available for use and service. The list will contain but not be limited to, the following:
1. License plate; van/bus number
2. Make and model of vehicle
3. Year of manufacture of each vehicle
4. Seating Capacity
Operator shall update this list whenever Vehicles change and shall, within two days of the Port’s request, provide a restated list of the Vehicles then available for use and service. 
Permits/AVI Sticker Tags 
A. If applicable, current legible Port permits must be clearly displayed on the inside of the Vehicle windshield. There will be a replacement fee if permit is lost or stolen (credit or debit card only). With the exception of Parcel Carriers, the permit is nontransferable and may be used with only a single Vehicle.
B. Operator must participate in the Automatic Vehicle Identification (AVI) program, if requested by Landside Operations Manager. Port staff will affix an AVI tag to the inside of the Vehicle’s windshield below the rearview mirror..
C. The Port reserves the right to deny sale of permit, and /or AVI tag for any Vehicle that does not meet Port standards.
Conduct of the Operator
Operator’s employees, agents and Drivers shall, at all times when on duty, be in proper uniform be neatly and cleanly dressed, conduct themselves in an professional manner, be courteous and polite to the public and Port employees, and not engage in any raucous or offensive conduct. Operator shall discharge its duties in an efficient manner in order to maintain a high standard of service to the public.

Enforcement 
A. Violation of the Operating Agreement or these Operating Instructions may, in addition to any other remedies provided within the Operating Agreement, result in a monetary fine, suspension of the right to operate, and/or termination of the Operator, Driver and/or Vehicle according to the provisions below.
B. Port Ground Transportation staff that observes a violation of the Port’s Rules and Regulations, the Operating Agreement or any of these Operating Instructions shall have the right to issue a violation notice. Port Ground Transportation staff may also investigate any reported violation. If it is apparent that a violation occurred following any such investigation, Port staff may also issue a citation notice at the conclusion of the investigation. 
C. Citation notices will be provided to the party committing the violation, usually a Driver. A copy of any citation will (unless issued directly to the Operator) also be provided to the Operator.
D. Fines for any violation shall be as set forth in the Sea-Tac International Airport, Airport Tariff No. 1, as the same may be revised or replaced from time to time. Subject only to a right of appeal (as set forth below), all fines shall be paid within ten (10) business days of the date the Port issues the citation notice. If a citation is issued to a Driver, the Driver shall by primarily responsible for payment. However, if timely payment is not made by a Driver, the Operator shall be responsible for payment and shall make payment within ten (10) business days of demand by the Landside Operations Manager.
E.  Ground Transportation will maintain a record of all citations issued to each Operator, Driver, and Vehicle. Ground Transportation will generally track these violations for a rolling twelve (12) month period for purposes of imposing fine(s), suspension(s) and termination(s) of Drivers, Vehicles and/or the Operator.
F. In addition to any fine provided for by the Operating Agreement or these Operating Instructions, Drivers and Operators shall be subject to suspension from operating at the Airport as set forth in the tables below.
DRIVER SUSPENSIONS
	Citations Received
	Action Taken

	3 citationscitations per Driver
	7-day suspension of Driver

	4-6 citations per Driver
	30-day suspension of Driver

	7 citations per Driver
	90-day suspension of Driver

	8 or more citations per Driver
	Termination of Driver’s authority to operate at the airport for not less than two (2) years



 








OPERATOR SUSPENSION
	Citations Received
	Action Taken

	10 citation notices issued to Operator or any of its Drivers within a 3-month period
	30-day suspension of Operator’s authority to operate at the airport

	3 suspensions of Operator within a 12-month period
	Termination of Operator’s authority to operate at the airport for not less than two (2) years


G. If fine is not paid as required by these Operating Instructions, the Port shall have the right to immediately suspend and/or revoke the Operator’s Operating Agreement or the ability of any particular Driver or Vehicle to operate from the Airport. 
H. The Landside Operations Manager, or designee, shall have the ability to immediately suspend an Operator and/or Driver for serious violations, including but not limited to the following:
1. Fighting;
2. Misrepresenting fare to a customer;
3. Acting in a rude, offensive or otherwise unprofessional manner with customers, the public, or Port staff;
4. Soliciting;
5. Reckless driving and reckless endangerment of the public on Port Premises;
6. Commission of any gross misdemeanor or felony or related to driving or public safety; 
7. Lack of compliance with rules or requirements of regulatory bodies (e.g. DOL, WUTC, Seattle/King County) over the Operator and/or its Drivers; and
.
I. The Operator is responsible for ensuring any Driver or Vehicle that is suspended from operation abides by the suspension for its duration.
J. Failure to make timely payment or comply within the obligations of any suspension within the time period provide shall constitute an additional violation and be subject to the provisions herein.

Citation Appeal Process
A. Operator or any affected Driver shall have the right to appeal any citations identified by the Port and any fines or suspensions assessed by the Port. Without regard to the particular penalty imposed or specific violations identified, there shall only be one appeal for each notice of citation issued by the Port.
B. In the event that Operator or Driver wishes to appeal a citation, it must submit a written notice of appeal within ten (10) business days of the date the Port issues the citation notice. This period of time applies to both Operator and any affected Driver, without regard to whether the citation is issued to Operator or Driver (with only a copy provided to Operator). The written notice of appeal must identify the party filing the appeal, must briefly identify the basis for the appeal, and must identify the relief requested in the appeal.
C. The timely filing of an appeal will toll the deadline for payment of any fine and will, except for suspensions issues for serious violations, temporarily reinstate Operator’s and/or Driver’s ability to operate pending decision on the appeal.
D. Following receipt of a timely notice of appeal, a hearing will be held before a panel consisting of at least three persons from the Port of Seattle or other designees of the Landside Operations Manager. The Operator and/or Driver will be allowed to present evidence or testimony to counter the facts upon which the violation, fine or suspension is based. The violation notice and associated records shall, however, constitute prima facie evidence of the violation.
E. Following the hearing, the panel will issue a written finding. If the panel upholds the fine or suspension, the appealing party shall pay the fine within five (5) business days following mailing of the panel’s decision or begin the suspension pursuant to the direction of the Landside Operations Manager. This provision is not intended to limit or bar any other remedies available to the Port under this Agreement.
F. All appeals requests must be in writing and submitted within ten (10) business days of receipt of letter of citation. Email:  GTappeals@portseattle.org
Write to:  	Port of Seattle
		Ground Transportation Appeals Board
		P.O. Box 68727
		Seattle, WA 98168

Amendments
The Port may amend any and all of these Operating Instructions, exhibits, and/or attachments at any time following ten (10) business days written notice. In the event of an emergency, as determined by the Port, instructions may be issued by the Port and shall be effective immediately and throughout the duration of said emergency.

C rew Van Transportation Operating Instructions
All passengers loading and unloading will be done in the areas designated by the Port Of Seattle (Appendix A).
A. Crew Van (Buses)
1. Loading is limited to the Departures Level (upper level) by Door #5.  . Drivers must remain with their vehicles at all times unless Ground Transportation provides approval. 
2. Unloading is restricted to the bus zones on the  Departures Level (upper level) unless approved in advance by Ground Transportation.
B. Crew Van (Vans)
1. Loading area is just east of the Ground Transportation Plaza, Island #3 under Sky Bridge #1, and at the South Ground Transportation Lot. Drivers must remain with their vehicles at all times unless ground Transportation provides approval. Wait time is a maximum of 10 minutes.
2. Unloading is restricted to the Departures Level (upper level) or the designated Loading Zones unless approved in advance by Ground Transportation.
C. Vehicles using Island #3 must follow these safety rules.
1. Headlights must be on at all times
2. Do not exceed the posted speed limit of 10 m.p.h.
3. All vehicles must stop at crosswalks for pedestrians
4. No loading /unloading in thru lanes
D. All unloading of passenger is restricted to the Departure Level (upper level)
1. All vehicles must park as close to the curb as possible
2. Vehicles must be actively unloading passengers
E. Ground Transportation must approve any exceptions, including passengers with special needs, in advance.

Airporter Operating Instructions
A. All Passenger loading and unloading will be done in the areas designated by the Port of Seattle 
1. Airporter Buses- Loading and unloading zones are on the south end of the Arrivals Drive (lower drive) near Door #02. 
2. Downtown Airporter Express- Loads passengers from designated loading zones on the 3rd floor parking garage, at Island 2.
B. Vehicles using Island 2 within the 3rd floor of the Parking Garage must follow these safety rules:
1. Headlights must be on at all times
2. Do not exceed the posted speed limit of 10 m.p.h
3. All vehicles must stop at crosswalks for pedestrians
4. No loading/unloading in thru lanes
C. Airporters cannot occupy their assigned loading zones earlier than 10 minutes prior to their scheduled departure.
D. Staging is provided at the Charter Bus Lot at South 28th Street for all Airporter services.
E. Paging systems are available in each area and should be used to announce only the departure of your service. Individual, already booked, passengers may be paged by name to your service.
F. All Airporter vehicles must have a working AVI sticker tag transponder (Automatic Vehicle Identification Tag) displayed in the window at all times while on Airport property.

Belled-In Taxi Operating Instructions
A. All unloading of passenger is restricted to the Departures Level Drive (upper drive).
1. All vehicles must park as close to the curb as possible
2. Vehicles must be actively unloading passengers
B. All prearranged passenger pick-ups will be conducted on the Arrivals Level (lower level)
1. All vehicles must park as close to the curb as possible;
2. Vehicles must be actively loading passenger;
3. Vehicles must have a current King County Plate to operate at the Airport along with a Belled-In Port of Seattle Permit.
C. Ground Transportation must approve any exception, including passengers with special needs, in advance.

Charter Bus Operating Instructions/Cruise Ship Season
A. Drivers will use the instructions listed below to the Charter Bus holding lot and the Northeast Ground Transportation Lot. Driver will enter the building at the holding lot and fill out a Charter Bus receipt, then use phone provided in the building dialing 5906 this will connect to the Ground Transportation dispatch.
B. Drivers will provide the following information:
1. Bus Company
2. Bus number
3. Name of Group they are picking up
4. Airline
5. Flight number
6. ETA for the flight arrival
C. Operators cannot pick up groups from the Northeast GT Lot without first using the 28th St. Lot.  Operators are allowed to load in the Northeast GT Lot when the tour group is prepared for loading and baggage is waiting in the Northeast GT Lot.  Otherwise, buses must wait in the 28th St. Lot. The Bus and driver will stay in the holding lot until the group has contacted either Ground Transportation or the Drivers cell phone. If the group calls the driver the driver will call Ground Transportation Dispatch and inform them of the arrival of the group. The bus will then be released to proceed to the Northeast Ground Transportation Lot (Charter Bus Pick Up Lot).
D. Loading is limited to the Northeast Ground Transportation Lot (Charter Bus Pick up Lot. Each bus must check in at the 28th Bus Holding Lot prior to being dispatched to the Northeast GT Lot to pick up their assembled group. Drivers must remain with their vehicles at all times unless Ground Transportation provides approval. Self-dispatching to pick up the party will result in a violation issued by Ground Transportation
E. The Driver will exit the holding lot and proceed to the Northeast GT Lot for pickup. Driver will then contact Ground Transportation Dispatch on the Intercom allowing the bus to access the Northeast GT Lot.
	28th St. Bus Holding lot directions
From I-5:
Take exit #152 / South. 188th Street.
Go West on South. 188th
Turn left at 28th Avenue South
Turn right at South 190th – 433 feet
Bus lot is on the right
	Northeast GT Lot directions


Turn right from 190nd street to 28th Ave S. 
Turn left on 192nd St. 
Turn left onto International Blvd. 
Drive from 28th St. Lot to Pacific Hwy. S.
-Turn right from 192nd St. to 28th Ave. S.
-Turn left on 192nd St.
-Turn left onto International Blvd.
-Turn left on 182nd St. to Airport Expressway
-Travel on Airport Expressway and follow the sign to “Terminal/Parking”
-After going around loop, follow the sign to “Arrivals/ Parking”
-As the roads heads towards the parking garage, the entrance to the NE GT Lot is on the right.
-The route takes about 10 minutes.

Press the intercom on the keypad to access the lot



Courtesy Van Operating Instructions
A. All loading and unloading of passenger is restricted to Island 1 and Island 3 on the Courtesy Van Lanes within the 3rd Floor of the Parking Garage (see Appendix A). The following safety rules must also be followed:
1. Headlights must be on at all times
2. Do not exceed the posted speed limit of 10 m.p.h.
3. All vehicles must stop at crosswalks for pedestrians
4. No loading/unloading in thru lanes
5. All vehicles must park as close to the curb as possible
6. Vehicles must be actively loading or unloading passengers
B. There is no staging of vehicles on Airport property. 
C. Ground Transportation must approve any exceptions, including passenger with special needs, in advance.
D. All Courtesy Van vehicles must have a working AVI sticker tag transponder (Automatic Vehicle Identification Tag) displayed in the window at all times while on Airport property.

Door-to-Door Shuttle Operating Instructions
A. All Passenger loading and unloading will be done in the areas designated by the Port of Seattle (Appendix A)
1. Loading passengers is restricted to the Ground Transportation Plaza area 
2. Unloading passengers is restricted to the bus zones on the Departure level unless approved in advance by Ground Transportation.
3. Vehicles shall not wait or park at the curbside on the drives unless the drivers are actively unloading passengers on the Departure (upper) drive only.
4. Vehicles shall not be left unattended on the drives or in the Ground Transportation lots.
B. Vehicles using the 3rd floor of the Parking Garage must follow these safety rules:
1. Headlights must be on at all times
2. Do not exceed the posted speed limit of 10 m.p.h
3. All vehicles must stop at crosswalks for pedestrians
4. No loading/unloading in thru lanes
C. Door-to-Door Shuttles cannot occupy their assigned loading zones earlier than 10 minutes prior to their scheduled departure.
D. Staging is provided at the South 28th Street Bus Holding lot for all Door-to-Door services.
E. All Door-to-Door Shuttle vehicles must have a working AVI sticker tag transponder (Automatic Vehicle Identification Tag) displayed in the window at all times while on Airport property.


Parcel/Luggage Hauler Operating Instructions
A. Parking for the purposes of picking up parcels, luggage, or making deliveries is limited to the authorized stalls on the 3rd floor of the Parking Garage, just east of the Ground Transportation Plaza.
B. All Parcel/Luggage hauler vehicles must be marked with the company’s logo at all times while on Airport property.
C. All Parcel/Luggage hauler vehicles must have a valid parcel carrier permit displayed in the window at all times while on Airport property.
D. Vehicles using the stalls within the 3rd floor of the Parking Garage must follow these safety rules:
1. Headlights must be on at all times
2. Do not exceed the posted speed limit of 10 m.p.h.
3. All vehicles must stop at crosswalks for pedestrians
E. Parking limited to 1 hour for those operators designated as Parcel Carriers and 2 hours for those operators designated as Luggage Haulers or Baggage Delivery Services. Extensions of these times will not be granted.

Pre-arranged Limousine Operating Instructions
A. All passengers unloading will be done on the Departure Level (upper) only. Passengers must be directed to Arrival Level for pick-up.
B. A driver choosing to use the assigned parking stalls in the 3rd floor GT Plaza must check in with the GT Booth on the 3rd Floor prior to entering the terminal, by using the Self-Serve Drivers Check in Computer. Drivers must enter their current For Hire ID badge or Chauffeur Credential Identification badge to obtain a drivers pass.
C. Driver must enter the following information into the Self-Serve Driver’s Pass keyboard:
1. License plate number
2. Driver’s King County For Hire License or authorized Chauffeur Credential
3. Passenger’s name
4. Name of airlines and flight number 
5. Flight arrival time
6. Stall number vehicle is parked in
Driver’s Pass must be displayed on the vehicle’s dashboards, prior to entering the terminal. Sixty (60) minutes of parking will be authorized in the 3rd Floor GT Plaza.
D. Vehicles using the stalls within the 3rd Floor of the Parking Garage must follow these safety rules:
1. Headlights must be on at all times
2. Do not exceed the posted speed limit of 10 m.p.h.
3. All vehicles must stop at crosswalk for pedestrians
4. No loading/unloading in thru lanes
E. Drivers may not access Port premises designated as staging area and terminal drives for pick-up of passengers without having in his/her possession a current For Hire ID badge or Chauffeur Credential Identification badge must be displayed on the outer-most garment above the waist at all times. 
F. Drivers may not loiter, solicit, wait or park on Airport Drives, including inside the terminal and parking garage.
G. All Prearranged Limousine vehicles must have a valid limousine permit displayed in the window at all times while on Airport property.
H. To access the Main Terminal, limousine drivers must have a hand held sign that cannot exceed 15” by 15” or be less than 8.5 by 11 in size or as otherwise approved by the Landside Operations Manager or designee, hereinafter “LOM” hand held signs must have either the name of the individual, group or company being met. The name /logo of the Company must be on the sign, must not exceed 25% of the sign, and be of a professional quality. The Company phone number may not be on sign.
I. There are no staging facilities for Pre-Arranged Limousine services on airport premises. The 3rd Floor Limousine Parking area is for active customer loading/unloading only. Personal or other business uses are not allowed.
J. Staging in the cell phone lot is not permitted at any time.


Lost and Found Procedures 
Articles found on Airport property must be turned into the Ground Transportation Booth on the 3rd Floor of the Parking Garage. These articles will be delivered to the Airport Lost and Found Office at the beginning of the following workday.
Customers who have had their article turned into the Ground Transportation Booth should be directed to the Airport Lost and Found Office. 
	Airport Lost and Found 
Seattle-Tacoma International Airport 
P.O. Box 68727
Seattle, WA 98166
(206) 787-5312
	Mezzanine Level of the Airport Terminal 
· Use the elevator behind Horizon Airlines’ Ticket counter and go up one level to the mezzanine.
· Door 6016


Articles left behind in the operator’s vehicle are the responsibility of the operator. Ground Transportation will not accept responsibility for the article unless the owner of the article has authorized Ground Transportation to hold the article for pick up. Articles will be taken to the Airport Lost and Found Office the following workday.
Customer Comments 
Customer Comments taken by Ground Transportation will be forwarded to the Port of Seattle’s Customer Relations Advocate and the responsible operator.
Airport customer comments or concerns should be forwarded to: 
(206) 787-4031
(800) 894-3505
http://www.portseattle.org/about/contact 

Emergencies at the Airport 
For airport emergencies that require the attention of the airport Police or Fire Department, dial 911 from any phone. Your cooperation in reporting emergencies will help reduce confusion regarding the exact location and nature of the emergency. The precise directions you offer will reduce the response time for the first responders and provide adequate staff to the scene.

The nature of the emergencies you may see will vary. There may be an incident that requires the attention of medical personnel or police personnel. In the event you are a witness to behavior that you believe to be suspicious in nature (theft, security, bodily harm to others, etc.), report the incident to the Port of Seattle Police immediately.
Date:  April 2018
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