A G E N D A

600 NORTHEAST GRAND AVENUE [PORTLAND, OREGON 97232 2736

TEL 503 797 1542 |[FAX 503 797 1793

METRO
Agenda
MEETING: METRO COUNCIL REGULAR MEETING
DATE: May 26, 2005
DAY: Thursday
TIME: 2:00 PM
PLACE: Metro Council Chamber

CALL TO ORDER AND ROLL CALL

1. INTRODUCTIONS
2 CITIZEN COMMUNICATIONS
3. CONSENT AGENDA

3.1 Consideration of Minutes for the May 19, 2005 Metro Council Regular Meeting.

4. ORDINANCES - FIRST READING

4.1 Ordinance No. 05-1082, Amending Metro Code Chapter 2.02, Regarding
Personnel Rules, and Declaring an Emergency.

S ORDINANCES - SECOND READING

5.1 Ordinance No. 04-1063A, For the Purpose of Denying a Solid Waste Facility
Franchise Application of Columbia Environmental, LLC to Operate a
Local Transfer Station

6. RESOLUTIONS

6.1 Resolution No. 05-3582, For the Purpose of Amending the Unified Planning
Work Program to Include the Development of a Regional Concept For
Transportation Operations.

T CONTRACT REVIEW BOARD

7.1 Resolution No. 05-3558, Authorizing Issuance of a Request For
Proposals 05-11416-SWR for Competitive Sealed Proposals to Procure
Hazardous Waste Disposal Services, and Authorizing Execution of the
Resulting Multi-Year Contracts.

Hosticka

Park

Liberty




8. OREGON LEGISLATIVE UPDATE

9. CHIEF OPERATING OFFICER COMMUNICATION

10. COUNCILOR COMMUNICATION

ADJOURN

Television schedule for May 26, 2005 Metro Council meeting

Clackamas, Multnomah and Washington counties,
Vancouver, Wash.
Channel 11 -- Community Access Network

www.yourtvtv.org -- (503) 629-8534
2 p.m. Thursday, May 26 (live)

Washington County

Channel 30 -- TVTV
www.yourtvtv.org -- (503) 629-8534
11 p.m. Saturday, May 28

11 p.m. Sunday, May 29

6 a.m. Tuesday, May 31

4 p.m. Wednesday, June 1

Oregon City, Gladstone

Channel 28 -- Willamette Falls Television
www.wftvaccess.com -- (503) 650-0275
Call or visit website for program times.

West Linn

Channel 30 -- Willamette Falls Television
www.witvaccess.com -- (503) 650-0275
Call or visit website for program times.

Portland

Channel 30 (CityNet 30) -- Portland Community Media
www.pcatv.org -- (503) 288-1515

8:30 p.m. Sunday, May 29

2 p.m. Monday, May 30

PLEASE NOTE: Show times are tentative and in some cases the entire meeting may not be shown
due to length. Call or check your community access station web site to confirm program times.

Agenda items may not be considered in the exact order. For questions about the agenda, call Clerk of the
Council, Chris Billington, (503) 797-1542. Public Hearings are held on all ordinances second read and on
resolutions upon request of the public. Documents for the record must be submitted to the Clerk of the
Council to be considered included in the decision record. Documents can be submitted by e-mail, fax or
mail or in person to the Clerk of the Council. For additional information about testifying before the Metro
Council please go to the Metro website www.metro-region.org and click on public comment opportunities.

For assistance per the American Disabilities Act (ADA), dial TDD 797-1804 or 797-1540 (Council

Office).
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Ordinance No. 05-1082, Amending Metro Code Chapter 2.02, Regarding
Personnel Rules; and Declaring an Emergency.

First Reading
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BEFORE THE METRO COUNCIL

AMENDING METRO CODE CHAPTER 2.02, ) ORDINANCE NO. 05-1082

REGARDING PERSONNEL RULES, AND )

DECLARING AN EMERGENCY. ) Introduced by Chief Operating Office, Michael J.
) Jordan with the concurrence of Council President,

)

David Bragdon

WHEREAS, pursuant to Metro Code 2.20.030, the Chief Operating Officer is responsible for the
proper administration of all affairs of Metro, including the administration of personnel matters; and

WHEREAS, the Metro Council has directed the Chief Operating Officer to develop and
implement improvements to Metro’s system of personnel administration, including but not limited to
reorganization of staffing to reduce costs, a performance evaluation program, and a merit pay system,
which will require changes to Metro’s personnel rules; and

WHEREAS, the efficient administration of Metro personnel matters regularly requires changes to
Metro’s personnel rules to meet budgetary goals, improve organizational efficiency, and to accommodate
changes in the law; and

WHEREAS, it is appropriate to delegate to the Chief Operating Officer the full authority to
implement Council directives and carry out his duties as Metro’s chief administrative officer; and

WHEREAS, the Metro Council desires to delegate to the Chief Operating Office authority to
develop, maintain, administer and enforce Metro’s Personnel Policies and Procedure; now therefore,

THE METRO COUNCIL ORDAINS AS FOLLOWS:

1. Metro Code Section 2.02 is amended to read as shown on Exhibit “A.”

2, This Ordinance being necessary for the health, safety, and welfare of the Metro area because
changes to Metro’s personnel administration and pay plans are necessary to implement the Metro
budget for fiscal year 2005-06, this ordinance shall take effect July 1, 2005, pursuant to Metro
Charter section 39(1).

ADOPTED by the Metro Council this __ day of , 2005.

David Bragdon, Council President

Attest: Approved as to form:

Christina Billington, Recording Secretary Daniel B. Cooper, Metro Attorney
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EXECUTIVE ORDER NO. XX

METRO PERSONNEL POLICIES

2:02.0051. PURPOSE

The purpose of-this-chapter these policies is:

A,

t)C.

thD.

te)E.

tHF.

To provide and maintain a system of personnel administration for all non-
represented employees, seasonal employees, and temporary employees in which the
appointment and retention of persons in Metro employment shall be achieved on
the basis of promoting the public welfare and implementing Metro’s
responsibilities.

To establish and maintain a position classification plan which shall group all
positions into classifications based upon their duties and responsibilities.

To provide for a compensation plan which shall include for each classification a
minimum and/or maximum salary rate and such intermediate salary rates as the
Council considers necessary and equitable.

To promote efficiency, economy and public responsiveness in the operation of
Metro.

To provide that the employees covered by these rules shall be subject to proper
employee conduct, the satisfactory performance of work and the availability of
funds.

Nothing contained in this section or elsewhere in-the-chapter these policies shall be
construed as any guarantee of hours worked per day or per week.

II. REPRESENTED EMPLOYEES

DA

Fhis-chapterThese policies shall apply to all-represented employees-E, except that
represented employees who are in certified or recognized bargaining units shall
have all aspects of their wages, hours, and working conditions determined by
collective bargaining agreements, except with regard to the recruitment and
selection of applicants for initial appointment to a position, and except as addressed
in-this-chapter these policies. If a conflict exists between-this-chapter these policies
and the terms of a valid collective bargaining agreement, the collective bargaining
agreement shall govern.

Where a collective bargaining agreement contains any type of grievance resolution
procedure, that procedure, including any procedural and/or substantive limitations
placed upon it by the collective bargaining agreement, shall be the sole and
exclusive remedy for employees in that bargaining unit.

(Ordinance No--94-523B.—Amended-by- Ordinance No-02-965A-See—+)
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C. Copies of proposed amendments to these policies shall be given to union(s)

representative at least 30 days prior to the-Counetbmeeting-in-which date they are to be-considered
effective.

2:02-0+0-111. ADMINISTRATION OF THE RULES

The Chief Operating Officer shall be responsible for:

HA. Administering or delegating the administration of all the provisions of-this-chapter
these policies, and whenever a question arises as to the meaning or interpretation of
provisions of-this-chapter these policies, the interpretation given by the Chief
Operating Officer or his/her designee shall be final and binding.

{23B. Reviewing and recommending to the Council necessary changes to-this-chapter
these policies.

¢3)C. Publishing a Personnel Procedures Manual to implement the provisions of-thts
chapter these policies.

2.02.015 V. AMENDMENT |

Fhis-chapterThese policies shall be amended solely by-the-Couneth-however-admmistrative
amendments-which-deal-solely-with-correcting-srammatical-or-typographical-errors-or-correcting
position-titles-to-retleet-properhy-processed-reclassifications-and-title-changes-may-be-approved-by
the Chief Operating Officer.—Al-propesed-amendments-to-this-chapter-and/or-benetit-changes-will
be-required-to-be-adopted-by-the-Counetl:

('(‘:)l"('i‘i‘ﬂﬂﬁ@@" NG*S*-I](’,EQ‘L}{\ﬂ}@ﬂd@dby“()fdﬂ}rint‘e;\994-—52"8.()1{&“({{*(,@V(*Oz-g()s'\‘
See- })

2.02.030-V. DEFINITIONS OF PERSONNEL TERMS |

For the purposes of-this-ehapter these policies unless the context requires otherwise, the following |
terms shall have the meanings indicated:

A, “Auditor” means the elected Auditor of Metro or his/her designee. |

tmB. “Chief Financial Officer” means the person responsible for managing the |
financial affairs and budget of Metro and designated as such by the Chief Operating
Officer.

te3C.  “Chief Operating Officer” means the person holding the position of Chief |
Operating Officer established by Section 2.20.010 of the Metro Code.

Page 2 of 41 - Executive Order No. XX - Metro Personnel Policies
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“Council” means the elected governing body of Metro.

“Department” means a major functional unit of Metro as designated by the Chief
Operating Officer.

“Department Director” means a person designated by the Chief Operating Officer
to be responsible for the administration of a department or his/her designee.

“Division” means a major functional unit of a department.

“Employee” means an individual who is salaried or who receives wages for
employment with Metro.

“Exempt position” means a position exempt from mandatory overtime
compensation.

“Fiscal year” means a 12-month period beginning July 1 and ending June 30.

“Flexible work schedule” means an alternative work schedule other than the
established normal work schedule, but which includes the same number of total
hours per pay period as other full-time positions.

“Full-time” means a position in which the scheduled hours of work are 40 hours
per week and which is provided for in the adopted budget.

“Hourly rate” means the rate of compensation for each hour of work performed.

“Immediate family” means the husband, wife, son, daughter, father, mother,
brother, sister, father-in-law, mother-in-law, grandparents or any relative living in
the employee’s household.

“Layoff” means a separation from employment because of organizational changes,
lack of work, lack of funds, or for other reasons not reflecting discredit upon the
employee.

“Non-exempt” position means a position that is eligible for overtime
compensation.

“Non-represented employee” means an employee who is not in a recognized or
certified bargaining unit.

“Part-time” means a position in which the scheduled hours of work are less than
40 hours per week but at least 20 hours or more per week and which is provided for
in the adopted budget.

Executive Order No. XX - Metro Personnel Policies
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{S. “Permanent employee” means an employee who is appointed to fill a budgeted |
position and who is not temporary or seasonal. However, the term permanent does
not confer any form of tenure or other expectation of continued employment.

+)T. “Permanent position” means a budgeted position which is not temporary or

L P g p porary
seasonal. However, the term permanent does not confer any form of tenure or other
expectation of continued employment.

(wU. “Personnel action” means the written record of any action taken affecting the |
employee or the status of his/her employment.

vV, “PersonnelHuman Resources Director” means the employee appointed by the
Chief Operating Officer to administer the provisions of-this-chapter these policies
regardless of whether the person is also a Department Director.

w9 W. “Personnel file” means an employee’s official personnel file which is kept in the
office of-persennel human resources.

09X, “Personnel Procedures Manual” means a manual developed by the office of
persennel human resources and approved by the Chief Operating Officer to
implement the policies and provisions of-this-chapter these policies.

Y. “Probationary period” means a continuation of the screening process during |
which an employee is required to demonstrate fitness for the position to which the
employee is appointed or promoted. Successful completion of any probationary
period is for Metro’s internal screening process only and does not confer any form
of tenure or other expectation of continued employment.

(#)Z. “Probationary employee” means an employee serving any period of probation. |

famAA. “Promotion” means the change of an employee from a position in one |
classification to a position in another classification having a higher maximum
salary rate.

{bb)BB. “Reclassification” means a change in classification of a position by raising |
it to a class with a higher rate of pay, reducing it to a class with a lower rate of pay,
or changing it to another class at the same rate of pay, based upon the duties
currently assigned to an existing position or to be assigned for a vacant position. If
the position is filled, the incumbent employee is reclassified along with the
position.

teeyCC. “Regular employee” means an employee who has successfully completed |
the required initial probationary period occupying a permanent position.

tdeyDD. “Reinstatement” means the return of an employee to a position following a |
separation of employment.

Page 4 of 41 -  Executive Order No. XX - Metro Personnel Policies |
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tee)EE. “Represented employee” means an employee who is in a recognized or
certified bargaining unit.

HHFF.

“Resignation” means voluntary separation from employment.

28)GG. “Seasonal employee” means an employee who is employed during peak

seasons of the year and who may be scheduled as needed during the remainder of
the year.

iy HH. “Separation” is the cessation of employment with Metro not reflecting

tiHlL

HHdd.

discredit upon the employee.
“Status” refers to the standing of an employee.

“Temporary employee” means a nonstatus employee appointed for the purpose of
meeting emergency, nonrecurring or short-term workload needs, or to replace an
employee during an approved leave period, for a period not to exceed 1,044 hours
within a fiscal year, excluding interns, work-study students, and CETA employees,
or similar federal and state employment programs.

iy KK. “Termination” means the cessation of employment with Metro.

HHLL.

“Volunteer” means an individual serving in a non-paid voluntary status.

MM, “Work schedule” means the assignment of hours of work by a supervisor.

(Ordinance No-8-+H6:-See6—Amended-by-Ordinanece-No-94-523 B+ Ordinance-No-95-602A
Seet-Ordinance-No-02-965A-Seet-)

2:02:035-VI. POSITION CLASSIFICATION PLAN

ta)A.

t0)B.

te)C.

thD.
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The purpose of the classification plan is to provide an inventory of specifications
for each classification. The plan shall be developed and maintained so that all
positions substantially similar with respect to duties, responsibilities, authority and
qualifications are included within the same class, and so that the same range of
compensation will apply. Each permanent position shall be allocated to an
appropriate classification on the basis of the duties and responsibilities of the
position.

Classification titles shall be used in all personnel, budget and financial records.

The classification plan shall cover permanent full-time and permanent part-time
positions, as adopted and amended by the Council.

The Chief Operating Officer or his/her designee shall establish administrative
procedures to implement the classification and pay plans. The Chief Operating

Executive Order No. XX - Metro Personnel Policies
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Officer may make admlnlstratlve changes to c13551ﬁcat10n specifications, title, and
classification numbers. > -oval-t_The Chief Operating
Officer may annually revise salary ranges to reflect a cost of living adjustment.

(Ordinance No-81-116.-See-23—Amended-by-Ordinance No--94-523B: Ordinance-No-97-707-

SvebeOrdtranee No-02-965

Any new classification added to the classification plan requires Council approval.

(Ordinance-No-8 -1 6-See-26—Amended-by-Ordmance-No-94-3238-)

2.02.050-VIII. RECLASSIFICATION OF EXISTING POSITIONS

Reclassification of an existing position from one existing classification to another existing

classification may be approved by the Chief Operating Officer provided the reclassification can be

accomplished with the limitations of the current budget.

See. 1_)

2.02.055-1X.

(A,

t»B.

te)C.

()D.

(K.
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PAY PLANS

The Chief Operating Officer shall prepare pay plans for permanent positions and
seasonal appointments which shall establish a salary range with a minimum and a
maximum salary rate of pay appropriate for each class.—+Fhe-pay-plans-shall-be
approved-by-the-Couneil: The pay plans shall establish the eligibility of each
classification to receive overtime compensation as indicated by exempt or non-
exempt status.

The pay plans shall equitably reflect the difference in duties and responsibilities,
and shall be related to compensation for comparable positions within the job
market.

The Chief Operating Officer shall review the pay plans annually and include
recommended revisions within his/her proposed budget. Said review may cover
such items as changes in the Consumer Price Index and in salaries and benefits
received by employees in the labor market.

The Chief Operating Officer shall administer the pay plans based on the need and
expectations of Metro along with suitable employee performance.

The Chief Operating Officer may propose an agency-wide
classification/compensation study for non-represented employees to assess
classifications and evaluate compensation.—Fhe-tmplementation-of-study
recommendations-require-Counetl-approvak

Executive Order No. XX - Metro Personnel Policies

m:\attorney\confidential\12.2.1.6\EO No.XX.Metro Personnel Policy.red.004
OMA/KAP/kvw (05/18/05)




2:02:060-X. SALARY ADMINISTRATION

A,

»B.

Page 7 of 41 -

Current salary shall be used to calculate merit increases. Any annual revisions to
the pay plans shall be added to the salary range of a classification, shall be
cumulative, and shall be added to an employee’s individual rate of pay. However,
no employee’s rate of pay shall be lower than the beginning rate of a salary range
after a fiscal adjustment is made.

Administrative Policies

1. Upon initial appointment to a position, each employee should receive a
salary at or 5 percent above the beginning salary rate of the salary range for
the class to which the position is allocated. Appointment at or 5 percent
above the beginning salary rate should be the general practice, with
appointments above that level being the exception for outstanding
qualifications and experience, and subject to departmental personal services
budget resources and approval of the hiring Department Director with
concurrent notification to the Chief Operating Officer.

¢232. Employees hired at or promoted to the beginning salary rate of a salary
range shall receive a 5 percent salary increase after successful completion of
six continuous months of probationary service. The increase of 5 percent
shall be initiated by the office of-persennel human resources on the
appropriate date. When an employee is appointed over the 5 percent above
the beginning salary rate he/she is not eligible for a salary increase for one
year, unless the Chief Operating Officer approves an extra meritorious
salary increase based on outstanding performance after successful
completion of six consecutive months of probationary service.

¢333. After an employee has reached 5 percent above the beginning salary rate,
he/she is eligible for annual merit increases in 1 percent increments, not to
exceed a total of 8 percent in any evaluation year, up to and including the
maximum salary rate shown for the assigned salary range based on
satisfactory performance which shall be effective on his/her anniversary
date only.

4.  All merit increases have to be authorized and approved by the Department
Director and reviewed as to form by the-Persennel Human Resources
Director prior to implementation. A decision by the Department Director to
grant or withhold a merit increase will be communicated to the employee in
writing.

Executive Order No. XX - Metro Personnel Policies
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(5)5.  Merit increases (except as noted in subsection (b)(2) of this section) must be
submitted to the-Persennel Human Resources Director with a performance

evaluation. Department Directors shall make every effort to complete the

employee’s evaluation by the employee’s anniversary date. If the

evaluation is not completed by that date, any merit increase assigned shall
be retroactive to the employee’s anniversary date not to exceed one year of

retroactivity.

¢636. Criteria to be considered in recommending and granting merit increases

should include but not be limited to:

tAda.

B,
g
(Hhh,
hi.
.

(k.

7. ThePersonnel Human Resources Director shall review performance

Planning and organizing work, and meeting deadlines.
Competency and judgment.

Growth in and ability to handle job responsibilities.
Attitude.

Specific actions toward self-improvement, as necessary.

Recognition of excellence.

Productivity increases of tangible quantities and/or qualities.

Creative and innovative contributions.
Cost and budgetary savings realized, if any.
Affirmative Action & EEO responsibilities.

Safety practices.

evaluations to assure that appropriate criteria are included.

t398.  When an employee is promoted or reclassified to a position in a

classification with a higher maximum salary rate, the employee shall be
placed on the beginning salary rate of the salary range or receive an increase

of 5 percent, whichever is greater.

999. A promoted employee shall receive a 5 percent increase upon successful
completion of his/her six-month probationary period. The anniversary date
shall be changed to reflect the effective date of the completion of this

probation.

Executive Order No. XX - Metro Personnel Policies
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te)C.

thD.

(©)E.
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+3310. A reclassified employee shall not serve a probationary period. An |
employee reclassified to a position in a classification with a higher
maximum salary rate shall not receive a salary increase after completion of
six months in the new classification. The employee’s anniversary date shall
reflect the effective date of the reclassification.

¢+11. When an employee is reclassified to a position in a classification with a |
lower maximum salary rate, the employee’s salary rate shall not be reduced
as long as the employee’s current salary rate is within the lower salary
range. If the employee’s salary rate is above the new salary range, the
employee’s rate of pay shall remain the same (red-circled) until annual
adjustments to the pay plan bring the employee’s rate within the new
classification range. At that time, the employee will become eligible for
merit increases.

¢+2312. When an employee is voluntarily demoted to a position in a classification |
with a lower maximum salary rate, the employee’s salary rate shall not be
reduced as long as the employee’s current salary rate is within the lower
salary range. If the employee’s salary rate is above the new salary range,
the employee’s salary will be reduced to the highest rate of the new range.
In no case, shall an employee’s current salary rate be increased upon
voluntary demotion.

A Department Director may assign an employee, in writing, to work “out of class.” |
Whenever an employee is assigned to work temporarily in a higher classification

for a period in excess of 10 consecutive work days, he/she shall be considered as
working “out of class” in a higher position and shall be paid from the date of
assignment at 5 percent above his/her current rate of pay or at the beginning salary
rate in the range designated for the higher classification if the employee is at the top
of his/her salary range. An employee shall not remain in an acting capacity for a
period exceeding six months within a 12-month period. If a Department Director
needs to extend the work out of class period beyond six months, extenuating
circumstances must be given in writing to the Chief Operating Officer for approval
and forwarded to the-Pessennel Human Resources Director. A work out of class |
assignment, for up to six months, shall not be considered as time served for

purposes of the effective date for reclassification or promotion.

When, as part of a classification/compensation study, the salary range for any I
classification is increased, individual employees shall be placed within the new

range at their current rate of pay or on the beginning salary rate of the new salary
range if the beginning salary rate is higher than his/her current rate of pay without a
change in the employee’s established anniversary date.

When the salary range for an entire classification is decreased as a part of a |
classification/compensation study, the rates of the incumbents in the positions shall

Executive Order No. XX - Metro Personnel Policies |
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be continued (red-circled) and no change in salary shall occur until the annual
adjustments to the pay plan bring the employee’s rates in the new class within the
new range. At that time, incumbents will become eligible for salary adjustments.

{Ordinance No-81-116,-See.-32-Amended-by Ordinance No--94-523B:- Ordinance- No-96-630A;
See—-Ordinance No-02-965A-See—1

2.02.065-X1. PAY POLICIES

A

"B.

te)C.

thD.

te)E.

Permanent employees shall be paid according to the pay plan adopted-by-the
Ceounett and administered by the Chief Operating Ofticer.

Employees shall be paid twice monthly.

In the event the normal payday falls on a holiday, payday shall occur the workday
before the holiday. If the normal payday falls on a Saturday or a Sunday, payday
shall be the prior Friday.

Payroll procedures shall be established and implemented by the finance and
management information department, accounting division.

Payroll deductions will be made for income tax withholding, Workers’
Compensation insurance and employee contributions to employee benefits, and
may be made for the United Way Fund, payments to the employee’s credit union
and other agencies as approved by the Chief Operating Officer at the request of the
employee.

2:02:080-XII. RECRUITMENT AND APPOINTMENT

(DA,

)B.

thC.

All promotions and appointments to vacancies shall be based on the requirements
of the position and organizational and operational needs.

Internal Recruitments. A regular employee who has successfully completed
his/her initial probationary period may apply for vacant positions and will be
considered as an internal applicant. Temporary employees must have completed a
competitive recruitment and selection process through the office of-personnel
human resources to be considered as an internal applicant. All applications will be
considered without prejudice to their present positions. Regular, regular part-time
and temporary employees who apply will be given first consideration in filling a
vacant position. Notice of internal recruitment shall be posted not less than five
working days to allow for receipt of applications.

General Recruitment. If the vacancy is not filled as a result of internal
recruitment, recruitment outside the agency will commence. The period of general
recruitment shall be not less than 10 working days to allow for receipt of
applications.
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1

create-new-positions-and-make-appomtments-thereto-as provided tor-in this seetion:

(Ordinance-No-31-+6,-See-8—Amended-by-Ordinance-No- 54183 Seert-Ordinance
No-87-248-See—h-Ordinance No-88-255 - Seeb-Ordinanee-No- 91-378 A See5:-Ordinanee-No-
94-523B:-Ordinance-No-95-602ASee—t-Ordinanee-No—-02-965A-See—1-)

202-##—XIII. NEPOTISM

Notwithstanding Metro's affirmative action policy and program, no member of an employee's
family (husband, wife, son, daughter, mother, father, brother, sister, in-laws of any kind, aunt,
uncle, niece, nephew, stepparent, or stepchild) shall be employed in a position of exercising
supervisory, appointment, or grievance adjustment authority over the other family member.

(Ordinance-No—H-Hb-Sec 19— Amended bv-Ordinance No-94-3238 4

2:02-085-X1V. PROBATIONARY PERIOD

The probationary period shall be a continuation of the screening process and shall provide the
supervisor an opportunity to observe the employee’s work, to instruct and aid the employee in
adjustment to the position, and to reject any employee who does not demonstrate fitness for the
position. The successful completion of probation is for Metro’s internal screening process only,
and does not confer any form of tenure or other expectation of continued employment.

{a)A.  All initial appointments and all promotions to permanent full-time and permanent
part-time positions shall be subject to a standard probationary period of six
consecutive months of service.

¢b)B. Promotions. Employees who do not successfully complete their promotional six-
month probationary period may be demoted at any time during the promotional
period and be reinstated into the position held prior to promotion if that position is
vacant or if that position is filled by an employee in an initial probationary period.
[f that position is not filled by a person in his/her initial probationary period, the
employee may be reinstated into any vacant position in the classification held prior
to the promotion and the employee will serve a probationary period of three months
in the new position. If no such positions are available, the employee shall be laid
off.

te¢}C. Reclassifications. No employee’s position shall be reclassified until such time as
he/she has successfully completed his/her initial six-month probationary period in
the classification into which he/she was hired. Employees whose positions are
reclassified, upon successful completion of the initial probationary period, shall not
serve an additional probationary period.
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thD. Transfers. Transfers to another position in the same classification with the similar |
duties do not require an additional probationary period. Transfers to a position in
the same classification with significantly different duties shall require a three-
month probationary period. Employees who do not successfully complete the
three-month probationary period may be reinstated into the position held prior to
transfer if the position is vacant or if the position is filled by an employee in an
initial probationary period. If that position does not exist as described above, the
employee may be reinstated into any vacant position in the classification held prior
to the transfer. If no such positions are available, the employee shall be laid off. In
cases where a probationary employee is involuntarily transferred prior to the end of
the probationary period, the employee must complete his/her initial probationary
period.

t¢)E. Demotions. An employee must have completed his/her initial six-month |
probationary period prior to requesting a voluntary demotion and shall not serve a
new probationary period upon demotion.

(HF. Vacation leave credits based upon or earned in connection with time worked shall I
accumulate during an employee’s initial probationary period. Upon successful
completion of the initial probationary period, employee will be credited with
vacation leave accumulated during the probationary period and will be eligible to
take accrued vacation leave with pay as authorized. An employee who terminates
for any reason during the initial probationary period shall not be entitled to vacation
leave payment.

(£3G. Any authorized leave without pay during any probationary period will extend the |
probationary period by the amount of time the employee is on such leave.

¢(mH. Employees serving the initial six-month probationary period may be disciplined or |
terminated without cause, with or without prior notice. Nothing in this section shall

be construed as implying or requiring that cause must exist for the discipline or
termination of a regular status employee.

Ordinance-No—-H6-See-Y—Amended-by-Ordmnance- No-94-52385

2.02.090-XV. TEMPORARY EMPLOYEES |

ta)A. Temporary employees appointed prior to the effective date of this-erdinance policy |
and who are still employed as temporary employees without a break in service after
the effective date of this ordinance shall continue to receive all employee benefits
granted to them since their current appointment as a temporary employee, not to
exceed 1,044 hours.

¢hB. Status of Temporary Employees. Temporary employment shall be used for the I
purpose of meeting emergency, nonrecurring, or short-term workload needs, or to
replace an employee during an approved leave of absence. A temporary employee
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may be given a nonstatus appointment without open competition and consideration
only for the purposes enumerated in this section. Temporary appointments shall
not be used to defeat the open competitive recruitment and selection process.
Temporary employment shall not be used as any portion of a required probationary
period.

(¢)C. Term of Appointment. The term of temporary employment may not exceed 1,044 |
hours within a fiscal year without approval of the Chief Operating Officer who may
grant up to a 1,044 hour extension. A temporary employee shall not become a
permanent employee upon working more than 1,044 hours.

¢hD. Benefits. Benefits required by law such as Workers’ Compensation and Social |
Security will be paid for all temporary employees. No additional benefits will be
paid or given to temporary employees.

tejE. Eligibility for Regular Employment. Temporary employees may compete for |
regular positions on the same basis as applicants from outside the agency.

Temporary employees who have gone through a competitive recruitment and
selection process through the office of-persensel human resources for the current |
temporary position will be considered as in-house applicants for vacant positions

for which they apply through the internal recruitment process.

Ordinance No-81-16-See-34—Amended-by-Ordinanee - No-94-523 B+ Ordiance-No-H2-965A
Seet)

2.02.095 XVL JOB SHARE I

Any full-time position may be designated as a job share position by the Chief Operating Officer at
the request of a Department Director. A job share position is a full-time position which is shared

by two employees. Benefits for such position shall be apportioned between the position occupants
in proportion to time worked by each; however, such apportioning may be altered upon written
agreement of position occupants and approval by the-Personnel Human Resources Director. In no |
event, however, shall the benefits of a job share position exceed the benefits of any other full-time
position.

(Ordinance No—31-1H6;See H-Amended by Ordinance No-94-523B:- Ordinanee No—02-065A

2.02.100-XVII. ORIENTATION |

A. All new permanent employees shall be provided with a copy of this-chapter these
policies and insurance plans, and Metro shall periodically provide them with
orientation sessions.

(Ordinance-No--84-116;-See-45—Amended-by-Ordinance-No-94-523B-) ‘
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¢5)B. Permanent part-time employees who are budgeted at .50 FTE or more only shall |
receive insurance benefits on a prorated basis, as provided in the budget, on the
first day of the month following their first full month of employment. The prorated
amount an eligible part-time employee will receive shall be commensurate with the
budgeted FTE of their part-time position. An eligible part-time employee may pick
up the remaining FTE portion and remaining cost up to 100 percent of insurance
benefits at his/her request.

te)C. Metro will pay the required employer contribution for an eligible employee’s PERS |
(Public Employee Retirement System) account and will also pick up the
employee’s 6 percent contribution. For only those current employees remaining in
the former 11 percent plan, Metro will pay the employer 5 percent portion and pick
up the employee 6 percent portion.

(Ordinance-No-34-+-10-Sec-44—Amended-by-Ordmanec No-94-323139

2.02.H5-XVIII. TRANSFERS AND DEMOTIONS |

ta)A. Transfers. A lateral transfer is the voluntary or involuntary movement of an |
employee from one position to another position in the same classification, or the
voluntary or involuntary movement of an incumbent employee’s position. Lateral
transfers within the same classification and with the same duties do not require a
new probationary period. Lateral transfers within the same classification but with
significantly different duties require a three-month probationary period. An
employee’s salary rate will remain the same for all lateral transfers.

¢H1. Involuntary Transfer. A lateral transfer of an incumbent employee without I
the consent of the incumbent employee may be made due to operational
needs or as a result of disciplinary action, but the incumbent employee must
be given 10 calendar days prior notice. The incumbent shall be transferred
with the position.

¢292. Voluntary Transfer. Regular employees may apply for a transfer to a vacant |
position by applying through the established internal recruitment process
only.

¢5)B. Voluntary Demotion. A regular employee may apply for a voluntary demotion by |
applying through the established internal recruitment process only.

(Ordinance No-81-H6,-Sec- 13 -Amended -by-Ordinance No--94-5238)

2:02-420-XI1X. WORK SCHEDULES l

t&)A. The normal work schedule shall be 40 hours, Monday through Friday, and the |
normal work day shall be 8:00 AM to 5:00 PM. Some departments have work
schedules and hours which may vary. In order to provide the best service to the
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(B,

(©IC.

public, Department Directors may establish operating schedules for departments
which vary from the normal work schedule. Nothing contained in this section or
elsewhere in-this-chapter these policies shall be construed as any guarantee of hours |
of work per day or per week.

Flexible Work Schedules. Department Directors may establish employee work |
schedules which vary from the normal work schedule. All flexible work schedules
must be approved by the Department Director.

Meals and Breaks. Full-time employees shall be allowed at least a 30-minute, not |
more than an hour, meal break. Such meal breaks shall be scheduled in the middle
of a workday as practicable. All employees are entitled to at least a 10-minute

break period when working a continuous four-hour work period.

2.02-425-XX. OVERTIME COMPENSATION |

A,

»B.

te)C.

thD.

()E.

When overtime is authorized, overtime compensation shall be paid only to |
employees who are not exempt from overtime as established in the pay plan.

No overtime shall be paid to overtime exempt employees. Time worked on a |
holiday may be taken at a later date. It is understood that an overtime exempt
employee may have to work on occasion beyond normal business hours, and that
some extra work hours beyond a usual workday or workweek are part of the job
expectations for an overtime exempt employee. At the Department Director’s
discretion, flexible work hours may be utilized to accommodate a reasonable

balance of work hours. Recorded time off shall be consistent with administrative
leave.

For purposes of computing overtime, hours worked shall include only time actually |
worked by the employee and shall not include holiday pay, vacation pay, sick pay,
or other compensable leaves.

Compensation for authorized overtime shall be at the rate of time-and-one-half for |
time actually worked in excess of the 40 hours in a workweek or eight hours in a
workday and may be paid in cash if budgeted funds are available or, if the

employee agrees as compensatory time off, at the discretion of the Department
Director. Compensatory time must be taken as leave within six months or paid in
cash within the fiscal year that it is earned. Such payment shall be at the

employee’s rate of pay being earned at the time of payment. When a non-exempt
employee is terminated, the employee shall be given cash compensation for the
overtime the employee has accrued and not used.

Overtime hours worked shall not be used to expand employee benefits or to shorten |
probationary or annual merit increase periods. Compensatory time off in lieu of
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overtime pay will be counted as regular time worked in computing wages and
toward earning employee benefits and to serve out probation and merit increase
periods.

(Ordinance No-84-116:-See-34—Amended-by-Ordinance-No-94-5238-)

2.02.4##-XXI. EMPLOYEE BENEFITS |

ta)A. All employees shall be covered for medical expenses and disability benefits for |
compensable injuries or illness resulting from employment.

¢5)B. Payment of medical expenses and lost time disability benefits is determined by the |
Workers” Compensation Administration in accordance with ORS Chapter 656.

te)C. The cost of Workers” Compensation insurance shall be paid by Metro with the |
exception of the employee contribution mandated by the Workers’ Compensation
Law of the State of Oregon.

thD. During an employee’s absence due to an on-the-job injury or occupational illness, |
the employee may utilize sick leave or vacation credits to augment any benefits
paid by the Workers’ Compensation fund.

E. Permanent full-time employees shall receive insurance benefits, as provided in the
budget, on the first day of the month following their first full month of
employment. Co-payments by employees may be required. Job share positions are
eligible for one set of benefits which are split between the two employees sharing

the position.

tOrdtnanee- No-Sh-Ho-See- 43 Aamended-by-Ordinatee No-94-523 8

2.02.430-XXII. HOLIDAYS |

{&)A. Probationary and regular employees of Metro shall be entitled to the following |
holidays listed with pay; however, floating holidays cannot be utilized by
employees until they have successfully completed their initial probationary period:

Bl New Years Day

2. Martin Luther King Jr. Birthday
333. President’s Day

(4. Memorial Day

5. Independence Day

646. Labor Day

A1 Veterans Day

(8)8. Thanksgiving Day

H9. Christmas Day
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B.

te)C.

(D,

H—+H10.-11. Two floating holidays are allowed each fiscal year on days
of each employee’s choice, subject to schedule approval of the
supervisor. For purposes of this section, a floating holiday is any day
chosen by the employee and approved by the supervisor which would
otherwise be a regular scheduled workday. The floating holidays are
non-cumulative from fiscal year to fiscal year and must be taken by the
employee within the fiscal year in which they accrue. No payment for
floating holidays accrued and not taken shall be provided for any
employee upon termination of employment for any reason.

If any such holiday falls on a Sunday, the following Monday shall be given as that
holiday. If any such holiday falls on a Saturday, the preceding Friday shall be
given as a holiday.

Holidays which occur during vacation or sick leave shall not be charged against
such leave.

Regular part-time employees shall receive holiday pay on a prorated basis, based
on their hours of work.

(Ordinance No-3t-H6-See-35-Amended-by Ordinanee-No-94-323B)

2.02.435-XXIIl. VACATION

The following provisions are applicable to permanent employees only:

(A,

)B.

te)C.

thD.

All regular and regular part-time employees shall be granted annual vacation leave
with pay.

Upon successful completion of their initial probationary period, employees may be
granted accrued vacation leave by approval of the Department Director.
Department Director vacations shall be approved by the Chief Operating Officer.

Employees shall not accumulate more than 250 hours of vacation leave. If the
operating needs of the department prohibit granting a vacation leave request,
additional hours in excess of the 250-hour limit may be accrued or may be
compensated at the discretion of the Department Director and with the written
approval of the Chief Operating Officer.—Such-written_Vacation accrual in excess
of 250 hours requires written authorization and shall be filed in the finance and
management information department, accounting division, with a copy to the office
of-personnel human resources.

Department Directors shall schedule vacation requests consistent with the
operational needs of the department. Vacation schedules may be amended to allow
the department to meet emergency situations.
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An employee who has successfully completed his/her initial probationary period,
and terminates for any reason, shall be entitled to payment for accrued unused
vacation leave. In no case shall payment be more than the maximum allowable
250-hour accrual limit. An employee who terminates for any reason during the
initial probationary period shall not be entitled to any accumulated vacation leave
payment.

(Ordinance No-81-Ho-See-36—Amended-by-Ordinanee- No-H-426-See—+-Ordmance-No-94-

523B: Ordinance No-02-965

" Sec o] }}

2:02.140-XXIV. VACATION CREDIT AND ACCRUAL RATE

The vacation credit and accrual schedules for permanent employees are as follows:

EQUIVALENT ANNUAL
HOURS FOR FULL-
ACCRUAL RATE PER PAY TIME EMPLOYEES
TOTAL YEARS OF CONTINUOUS SERVICE ~ PERIOD 7 -
Date of hire through completion of 3" year o 5.00 hours | 120 hours
4" year through completion of 7" year | 6.00 hours 144 hours
8" year through completion of 11" year ) ~7.00 hours 168 hours
\ 127‘h year or more - B 8.00 hours 192 hours

Permanent part-time employees shall accrue vacation under the above schedule at a rate
proportionate to the time worked per week.

(Ordinance No—8+-1H6;-See37—Amended-by Ordinance No32-139See—-Ordinance No-91-
126 -See2-Ordinance No—94-5231

2-02-145-XXV. SICK LEAVE

faA.

()B.

e)C.

Permanent employees shall earn sick leave with pay at a rate of 104 hours per year
(.05 hours per hour worked); such sick leave shall accrue in an unlimited amount.

Permanent part-time employees shall earn sick leave with pay proportionate to the
amount of FTE for the position in the budget; such sick leave shall accrue in an
unlimited amount.

Employees may use accrued sick leave when temporarily unable to perform work
duties by reason of personal illness, injury, disability, medical or dental care, or
illness, injury, or disability of a person living in the employee’s household. Sick
leave is not to be used for personal time off or to extend holidays or vacation leave.
No payment for accrued sick leave shall be provided for any employee upon
termination of employment for any reason.
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(L.

(HF.

Abuse of the sick leave privilege shall be cause for disciplinary action. An
employee who is unable to report to work because of any of the reasons set forth in
the above subsection of this section shall report the reason for his/her absence to
his/her supervisor. Sick leave with pay may not be allowed unless such report has
been made. The supervisor may require sick leave to be supported by a physician’s
statement attesting to the illness.

Permanent full-time employees who use 24 hours or less of sick leave within one
fiscal year period, and who are not at the 250-hour vacation accrual limit, shall
accrue eight additional hours of vacation leave in exchange for eight hours of sick
leave at the end of the fiscal year period. Permanent part-time employees who use
12 hours or less of sick leave within one fiscal year, and who are not at the 250-
hour vacation accrual limit, shall accrue four additional hours of vacation leave in
exchange for four hours of sick leave. Permanent employees must work a full
fiscal year in order to be eligible for this exchange of accrued hours.

Transfer of Leave Credits. Sick leave is provided as a benefit to each employee
as insurance for period of illness. Under normal circumstances benefits are not
transferable; however, upon written request of a regular employee to the Chief
Operating Officer the voluntary transfer of sick leave hours may be authorized on a
limited, carefully monitored basis as follows:

1. Each request will be reviewed and approval granted or denied on a case-by-
case basis by the Chief Operating Officer.

¢2)2.  Requests must be due to a catastrophic, long-term, or chronic illness of the
requesting employee only.

¢3)3.  The requesting employee must have no more than 40 hours combined
accrued sick leave hours and accrued vacation leave hours at the time of the
request.

4. Upon approval per (1) above, the requesting employee, or another employee
he/she has designated, may initiate a request to Metro employees for the
transfer of accrued sick leave hours.

335. Employees wanting to voluntarily transfer accrued sick leave hours to the
requesting employee may do so only as follows:

{Aja. The transferring employee’s Department Director must authorize the
transfer of hours by signature. Such authorization will indicate the
transfer of hours can be accomplished within the departmental fiscal
year budget.

{B)b. The transfer of accrued sick leave hours cannot exceed a total of 40
hours per transferring employee for each individual requesting
employee for each fiscal year.
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¢&3c.  Under no circumstances shall the transferring employee’s sick leave |
balance be reduced to below 120 hours of accrued sick leave
because of the voluntary transfer of sick leave hours to another
employee.

¢696. Normal leave accruals will not continue for requesting employees while |
they are on paid leave status as a result of transferred hours. However,
health and welfare benefits provided for any other employee on paid leave
status will continue for the requesting employee for as long as they remain
on paid status.

(737. Any transferred sick leave hours unused by the requesting employee shall |
be returned to all transferring employees’ sick leave accrual balances on a
pro-rated basis.

(8)8. Copies of approved requests and approved transfers of hours must be sent to |
the finance and management information department, accounting division,
for implementation and to the office of-personnel human resources.

(Ordinance No-3-H6;See- 33— Amended-by-Ordinance No-82-139-See2+-Ordimnance-No-94-
523B: Ordinance-No-02-9635A;-See~1)

>

2:02-150-XXVI. FAMILY MEDICAL LEAVE |

Metro provides family medical leave of up to 12 weeks within a one-year period for eligible
employees when a serious health condition requires inpatient care or continuing treatment by a
health care provider and makes the employee unable to work, and/or because of the birth of a
child, or the placement of a child for adoption or foster care in the employee’s home, and/or for
the care of family members who suffer serious health conditions. For the purpose of this leave,
family members are defined as a seriously-ill spouse, parent, parent-in-law, or child, or a sick
minor child requiring home care. At the employee’s discretion, the leave shall be paid from
accrued personal leaves (including vacation leave, sick leave, compensatory time leave, personal
holiday leave), or be unpaid. Except for limited circumstances, family medical leave runs
concurrent with other leaves.

tt)A. The employee shall be entitled to take family medical leave without being |
penalized for taking such leave.

mB. An employee returning from family medical leave shall be reinstated with no |
greater or lesser right in employment than if the employee has not taken the leave.

te3C. All full-time and part-time employees who have completed at least 180 calendar |
days of employment while averaging at least 25 hours of work per week are
eligible to request the leave.
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thD. Employees have the option of using their accumulated leave balances during the |
family medical leave. Health and welfare coverage will continue at the same level
of benefits and contributions for employees on family medical leave as for other
benefit-eligible employees. If employees fail to return from leave, except because
of their own or a family member’s serious health condition or another circumstance
beyond their control, Metro can recover health premiums it paid during the leave.
These monies may be recovered from the final paycheck if there is one or by a
lawsuit.

teJE. Eligible employees may take a maximum of 12 weeks of family medical leave |
within a one-year period. Each one-year period begins on the date of the first day
of actual leave taken. Leave may be taken continuously or, under certain
circumstances, on a reduced workweek schedule, or intermittently.

HF. When the employee can anticipate that the serious health situation is going to arise, |
the employee must submit a written request to the Department Director and the
office of-personnel human resources at least 15 days prior to taking the leave. |
When the employee cannot anticipate the serious health condition of the family
member, an oral request can be made to the Department Director to be confirmed in
writing to the Department Director and the office of-persennel human resources |
within three working days.

The employee’s written request must contain the following:
¢+)1.  The relationship of the employee to the person needing care. |

¢2)2.  The health condition of the family member necessitating the leave, along |
with a doctor’s certification stating such health condition.

¢393. The anticipated length of absence, not to exceed 12 weeks. |

t4)4.  Other family members who are taking family medical leave and when they |
are taking it or are otherwise available to care for the family member.

{2)G. Metro is not required to grant this leave of absence during any period of time in l
which another family member is also taking a family medical leave of absence
from their employer, or is otherwise available to care for the family member. If a
husband and wife both work for Metro, they can have only 12 weeks of combined
leave for birth, placement for adoption or foster care in the employee’s home, or
caring for a sick parent or parent-in-law, which they can split between them.
However, both are entitled to the full 12 weeks for their own illness, or caring for a
sick child or spouse.

¢iyH. The employee who takes a family medical leave of absence has a duty to make a |
reasonable effort to schedule medical treatment or supervision so as to minimize
disruption of Metro’s operations, subject to the approval of the treating physician.
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oK.

The former position of an employee on family medical leave shall either remain
vacant during the leave, or it may be filled on a temporary basis and considered
vacant for reinstatement purposes.

At the conclusion of a family medical leave the employee shall be reinstated to
his/her former position unless it has been eliminated due to material changes in
Metro’s financial or business circumstances, or the circumstances have so changed
that the employee cannot be reinstated to his/her former position, in which case the
employee shall be reinstated to an equivalent position which is available and
suitable. If the circumstances have so changed that the employee cannot be
reinstated to the former or an equivalent position, then the employee shall be
reinstated to an available suitable position.

Employees who do not return by the date specified may be disciplined up to and
including dismissal.

(Ordinance No—94-523B—Amended by Ordinance No-02-965A e

2:02455-XXVII. PREGNANCY LEAVE/TRANSFER

Metro provides temporary transfer or pregnancy leave without pay to eligible employees who are
physically unable to perform the duties of their regular position due to pregnancy, child birth, or
related medical reasons, without significant risk to the health or safety of the employee or her

pregnancy.

ta)A. The employee shall be entitled to take pregnancy leave or temporary transfer due to |

»B.

eIC.

thD.

(e)E.

pregnancy without being penalized.

The position of an employee on temporary transfer or pregnancy leave shall either
remain vacant during the leave, or it may be filled on a temporary basis and
considered vacant for reinstatement.

An employee returning from pregnancy leave or temporary transfer shall be
reinstated with no greater or lesser rights in employment than if the employee had

not taken the leave.

Subject to these policies, and upon written request, all pregnant employees of
Metro are eligible.

Temporary Transfer

¢+31.  Metro shall provide a temporary transfer for the employee if there is an
available job which is suitable for the employee and to which the transfer
can be reasonably accommodated.
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(2)2. To initiate a transfer, the employee must submit a written request to the
Department Director and the office of-persennel human resources. The
employee’s written request must contain the following:

¢Aja. The specific duties affected by the pregnancy.

¢B)b. The reasons why the employee is unable to perform her duties
without significant risk to the health or safety of the employee or her
pregnancy.

{€jc. A statement that the employee is physically able to perform
available work.

thyd. A doctor’s opinion/certificate confirming (A), (B) and (C) above to
determine whether a transfer is reasonably necessary.

{333. The Department Director or the office of personnel human resources may
request an additional independent medical opinion, at Metro expense,
within three working days after receipt of the initial medical opinion.

Pregnancy Leave

¢+1.  Metro shall provide a pregnancy leave of absence if no suitable work is
available for temporary transfer, and if the leave can be reasonably
accommodated.

¢292. The period of leave shall be the reasonable period of time during which the
employee is disabled from performing any available positions. To initiate a
leave of absence, the employee must make the request in writing to her
Department Director and the office of-persennel human resources. The
leave request must include the period of time for which the leave is
requested. The leave request must also address the employee’s disability
from performing other available work:

tAja. If the employee previously requested a temporary pregnancy
transfer, she must state whether a transfer was offered to her, and if
a transfer was offered, the employee must explain why she is
disabled from performing those job duties;

¢B3b. If the employee did not request temporary pregnancy transfer, she
must explain why she is disabled from performing any available job

duties known to her; and

tt3c. A doctor’s opinion/certificate confirming (A) or (B) above.
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©G.

333. The Department Director or the office of-persennel human resources may
request an additional independent opinion, at Metro expense, within three
working days after receipt of the initial medical opinion.

4. Employees have the option of using their accumulated leave balances
during pregnancy leave. If the employee chooses to utilize accumulated
balances, benefits will be continued as long as the leave is continued on
paid status. If the employee chooses to take leave without pay, health and
welfare coverage will continue at the same level of benefits and
contributions as for other benefit-eligible employees to the extent the
employee qualifies for family medical leave, otherwise, benefits only
continue as long as the leave is continued on paid status. If employees fail
to return from leave, except because of their own or a family member’s
serious health condition or another circumstance beyond their control,
Metro can recover health premiums it paid during the leave. These monies
may be recovered from the final paycheck if there is one or by a lawsuit. If
the employee chooses to take leave without pay, benefits will be paid
through the last day of the month following the month in which the leave
without pay commences.

¢5)5.  If, during the course of the leave, another position which the employee is
qualified to perform becomes available, Metro will within three working
days offer the available position to the employee, unless a physician has
determined that the employee must remain on leave for a fixed or minimum
period of time and the job becomes available during that period of time, or
unless a physician has determined that the employee is disabled from
performing any job duties for an indefinite period of time.

If, during the course of pregnancy leave or transfer, the employee regains the
ability to perform the duties of her former position she shall within three working
days of her knowledge of her regained ability notify Metro. Metro shall restore the
employee to her former position within 10 working days of notification by the
employee, unless the position has been eliminated due to changed circumstances, in
which case the employee will be reinstated to an available equivalent position. If
no equivalent positions are available, the employee shall be reinstated to an
available and suitable position.

If, at any time during the course of pregnancy leave or transfer, the employee is
released by her treating physician to perform the duties of her regular position, she
must provide the written release to her Department Director and the office of
personnel human resources within three working days of the release. Metro will,
within 10 working days of receipt of notice of release, restore the employee to her
former position unless, the position has been eliminated due to changed
circumstances, in which case the employee will be reinstated to an available
equivalent position. If no equivalent positions are available, the employee shall be
reinstated to an available and suitable position.
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1. Employees who do not follow timelines established in this policy or do not return |
by the date specified may be disciplined up to and including dismissal.

(Ordinance No-94-523B—Amended by Ordinance No:-02-965A;-See—1)

2:42-160-XXVIII. PARENTAL LEAVE |

Metro provides parental leave of up to 12 weeks for eligible employees who have become parents.
At the employee’s discretion, the leave shall be paid from accrued vacation time or accrued sick
leave, or be unpaid.

{mA. The employee shall be entitled to take parental leave without being penalized for |
taking leave.

#59B. When the employee returns from the leave, he or she must be restored to the former |
or an equivalent job, without loss of seniority, service credits, etc. If the employee
cannot be reinstated to the former or equivalent job because the employer’s
circumstances have changed, the employee must be reinstated to any other position
that is available and suitable.

te)C. All employees who have completed 90 days of service are eligible to request the ]
leave. If the period of leave occurs during any probationary period, the
probationary period shall be extended for the period of the leave.

thD. Employees have the option of using their accumulated leave balances during |
pregnancy leave. If the employee chooses to utilize accumulated balances, benefits
will be continued as long as the leave is continued on paid status. If the employee
chooses to take leave without pay, health and welfare coverage will continue at the
same level of benefits and contributions as for other benefit-eligible employees to
the extent the employee qualifies for family medical leave, otherwise, benefits only
continue as long as the leave is continued on paid status. If employees fail to return
from leave, except because of their own or a family member’s serious health
condition or another circumstance beyond their control, Metro can recover health
premiums it paid during the leave. These monies may be recovered from the final
paycheck if there is one or by a lawsuit. If the employee chooses to take leave
without pay, benefits will be paid through the last day of the month following the
month in which the leave without pay commences.

teyE. Employees are entitled to a maximum of 12 weeks unpaid parental leave. Such |
entitlement begins on the date of birth of the child, or on the date of the taking of
physical custody of a newly adopted child.

¢HF. A request shall be submitted simultaneously to the Department Director and the
office of-personnel human resources 30 calendar days before the occurrence of the
event. The request must be in writing and contain the following information:
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¢H1. The employee’s intent to take parental leave beginning on a date certain
more than 30 days from the date of the request.

¢292. The anticipated date of birth of the parent’s child; or

£333. The anticipated date that the parent will obtain physical custody of a newly
adopted child under six years of age.

The dates when the parent or if both parents request parental leave the dates
which each parent will commence and terminate his or her portion of the
parental leave.

¢5)5. Failure to submit a written request in accordance with (1) above may result
in a reduction of leave time by three weeks as a penalty for untimely notice
of leave.

t2)G. Employees who return from parental leave by the date listed in the written request
on file will be restored to their former position without loss of seniority or vacation
credits. If circumstances change so that the employee’s former job is no longer
available, that worker will be reinstated to an equivalent position or any other
position that is available and suitable. Employees who do not return may be
disciplined.

ordinance-No-94-5238+

2:02:-165-XXIX. LEAVE OF ABSENCE WITHOUT PAY

All regular employees may be granted leave of absence without pay and without employee
benefits for a period not to exceed six months provided such leave can be scheduled without
adversely affecting the operations of Metro. Such leave may be extended in writing by the Chief
Operating Officer once up to an additional six months. Requests for leave of absence without pay
shall be in writing, shall be directed to the Department Director and shall contain reasonable
justification for approval. Requests of 10 days or more shall require the approval of the Chief
Operating Officer or his/her designee. The approved request shall be filed in the office of
persennel human resources. The employee may elect to continue employee benefits, and upon
such election, premiums for such extended coverage shall be paid by the employee. Such
coverage shall be subject to any restriction which may exist in each applicable benefit policy or
plan.

(Ordinance No-S-1H6,-See39—Amended-by Ordinance No-94-523 B+ Ordinance-No-02-965A
Seet)

2:02-170-XXX. OTHER LEAVES OF ABSENCE WITH PAY

ta)A. Funeral Leave. A maximum of three days leave with pay shall be allowed a
permanent, regular status employee to attend the funeral of the employee’s
immediate family member.

Page 26 of 41 - Executive Order No. XX - Metro Personnel Policies

m:\attorney\confidential\12.2.1.6\EO No.XX.Metro Personnel Policy.red.004
OMA/KAP/kvw (05/18/05)




1. Iftravel is required, up to four additional days (chargeable to sick leave)
may be allowed upon request to the employee’s Department Director.

{2)2.  Under special circumstances and upon the death of a person other than the
employee’s immediate family member, paid leave as described in (a) above
to attend a funeral may be granted at the sole discretion of a Department
Director at the request of the employee.

¢3)3.  When an employee participates in a funeral service he/she will be granted
four hours time off with pay and chargeable to any accrued leave balance,
or without pay if the employee has no accrued leave balances, to attend such
funeral service subject to the approval of the Department Director.

(5yB. Witness or Jury Duty. Any permanent, regular status employee shall be granted
leave with pay and without loss of any benefits when called for jury duty or
subpoenaed as a witness, subject to the following provisions:

¢H1. The employee granted such leave shall pay all money, except travel
allowance, received for his/her service as a juror or witness to Metro.

(2)2.  An employee serving as a juror or witness who does not serve for an entire
day must return to work as otherwise scheduled.

¢3)3.  Where an employee is required to serve as juror or witness on a scheduled
day off or vacation day, and such day cannot reasonably be rescheduled,
he/she may retain the fee paid for service as a juror or witness on his/her
day off or vacation day.

{4)4. Attendance in court as assigned including the time required going to the
court and returning to the work site.

t¢)C. Military Leave. Employees shall be granted military leave and right to
reinstatement as required by applicable federal or state law.

¢H1. Employees who fail to return to duty and/or request reinstatement with
Metro within the time period allowed by applicable law shall be deemed to
have resigned.

232. Employees who take military leave during a probationary period must serve
out the remainder of their probationary period upon reinstatement in order
to become regular employees.

thD. Alternative Duty. Any permanent, regular status employee who serves as a
volunteer in the Peace Corps or U.S. Public Health Service, or other recognized
federal volunteer programs as approved by the Department Director and the Chief
Operating Officer, shall be granted approved unpaid leave during the service
period.
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position held before the leave was granted.

¢2)2. Failure of the employee to return to work within 90 days of the termination |
of the service shall be cause for dismissal.

Administrative Leave. Administrative leave is authorized paid leave for non- |
represented employees who work in classifications which are exempt from

overtime pay. A Department Director may be granted administrative leave in
recognition of his/her overtime exempt status upon approval by the Chief Operating
Officer. Other non-represented regular status employees who work in

classifications which are exempt from overtime pay may also be granted such leave
at the discretion of their Department Director. Such leave shall not be cumulative
from year to year, shall be compensable only in the form of leave time, and shall

not exceed 40 hours in a fiscal year. Time not worked because of such leave shall

not affect accrual of vacation or sick leave.

¢H1.  Upon returning the employee shall have the right to be reinstated to the |
|

‘()F hn,”i o P! )- g - -‘ Z - 5 ki

2.02:175-XXXI. PREAMBLE--CONDUCT, DISCIPLINE, TERMINATION AND APPEAL |

Nothing contained in-this-chapter these policies precludes a supervisor from establishing work
rules not inconsistent with-this-ehapter these policies for efficient operation and administration of
the job site, or precludes a supervisor from having private discussions with employees. These
discussions may be in the form of assignment, instruction or any other job-related communication.
Any disciplinary action may be grieved by non-represented employees under the grievance
procedure established in-this-chapter these policies.

tOrdinanee-No-8-H6-See20—Amended-by-Ordinance-No-94-5238-)

2.02.480-XXXII. DISCIPLINARY ACTIONS |

{sA. Disciplinary actions shall include only the following: |
¢H1. Oral or written reprimand; |
232. Suspension; |
333. Reduction in pay; | ‘
4. Transfer; |
¢335. Demotion; and |

¢636. Termination from employment. |
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Any of these disciplinary actions may be utilized. It may not be necessary in every circumstance
that the discipline be taken progressively. Disciplinary actions shall occur in a manner that is least
likely to embarrass employees before other employees or the public, although it is recognized that
this may not always be possible depending on the circumstances.
¢59B. Metro reserves the right to discipline or terminate an employee whenever:
¢31. The employee’s performance is unsatisfactory; or
t2)2. Metro feels discipline or termination is appropriate for other reasons; or
(3)3. Whenever it is determined that such action is in the best interests of Metro.
t¢)C. The following are some examples (but not all) of the types of conduct which will
result in disciplinary action. The listing of these examples is for illustrative
purposes and in no way limits Metro’s authority and discretion to discipline or
terminate employees pursuant to paragraph (a) of this section:
¢B1. Abandonment of position.
(2)2. Absence from duty without leave.
¢333. Abuse of leave privileges.

Below standard work performance.

¢5)5. Discourteous treatment of the public or other employees, including but not
limited to intentional tortious conduct.

¢636. Possessing, using, transferring, offering or being under the influence of any
intoxicants or narcotics during working hours.

¢#7. Fraud in securing appointment or promotion.

(8)8. Insubordination, including but not limited to, refusal or failure to follow the
directive of a supervisor or other designated management staff, failure to
comply with an established work rule or procedure, or discourteous
behavior toward members of management.

(99. Misuse of Metro property, funds or records.

¢+0310.Neglect of duty.

¢+ 11. Willful deceit.
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¢+2312. Any conviction by a court of law which demonstrates an impaired ability to |
properly perform work for Metro, or which would cause embarrassment or
inconvenience for Metro.

¢13313. Violation of Metro ordinances, regulations and directives. |

¢+ 14. Willful violation of established safety policies. |

¢+5)15.Inability to get along with fellow employees. |

++6316. Any falsification of information during the employment application or |
employment appointment process, regardless of when discovered.

+7417.Unlawful harassment or discrimination. |
¢+8318. Theft, including personal or public property. l
+9319.Sleeping on the job. |

26920. Gambling on Metro premises, including but not limited to card games, dice |
games.

(24922. Violation of-this-chapter these policies, established work rules, or other |
management directives.

tehD. Procedure for Suspension, Reduction in Pay, Transfer, Demotion or
Termination. The supervisor will review information gathered with the office of
personnel human resources prior to the supervisor taking any suspension without
pay, reduction in pay, transfer, demotion or termination action. If a basis for
discipline exists:

t+31.  An employee may be suspended with pay, by the Department Director, |
pending disciplinary action.

A written notice of contemplated disciplinary action (suspension, reduction |
in pay, transfer, demotion, or dismissal) shall be delivered to the affected
employee in person or by mail. This notice shall state the reasons for the
proposed action and will include:

2.

tAja. The alleged conduct by the affected employee. |
¢B3b. The violation(s). |

tc. A date, time, and place for the affected employee to have an |
opportunity to address the violation(s) at a pre-disciplinary meeting.
Employees may, at their expense, be represented by an attorney or
other person of their choice in a pre-disciplinary meeting.
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¢333.  Upon completion of the pre-disciplinary meeting, a written notice of the
actual disciplinary action taken, if any, shall be delivered to the affected
employee in person or by mail. This notice shall state the disciplinary
action taken, the violation(s), and the effective date of the disciplinary
action. This notice shall be a permanent part of the affected employee’s
personnel record.

(4)4. No failure by Metro to follow any of the procedures described herein shall
be grounds for invalidating disciplinary action, including termination,
which is otherwise deserved on the merits. Additionally, the-Rersonnel
Human Resources Director may, in his/her discretion, dispense with all or
part of these procedures, with or without notice to the employee.

The affected employee may grieve the final disciplinary action pursuant to the
grievance procedure established in this policy. In the case of a termination action
the grievance shall be filed at Step 2 of the Grievance Procedure in-this-chapter
these policies with the Department Director, with a copy to the-Personnel Human
Resources Director.

(—Q.v' .

2:02-435-XXXIII. LAYOFF

tA.

()C.

If there is a reorganization, changes in the organization, lack of work or lack of
funds, or other reasons not reflecting discredit on employees, the Chief Operating
Officer may lay off employees. When layoffs occur, temporary employees in
affected classes shall be terminated first, with or without prior notice; then
employees in their initial probationary period in affected classes shall be
terminated, with or without prior notice; and finally regular employees in affected
classes not in their initial probation shall be given a minimum of two weeks written
notice of their layoff from Metro employment.

Laid off employees shall be placed on a layoft list and may be recalled from the
layoff list to a vacant position within the classification from which they were laid
off for one year following layoff and prior to internal recruitment for the vacant
position. It is the employee’s obligation to keep the office of-personnel human
resources informed of any change of address. If the office of-persennel human
resources attempts to contact the employee by mail and the letter is returned, the
employee's name will be removed from the layoff list.

When an employee on the layoff list rejects an offered appointment to a vacant
position in the same classification from which they were laid off, the employee’s
name will be removed from the layoff list.

(Ordinance- No--8 -1-16-Seet—Amended-by-Ordmance-No-94-523 B Ordinance-No-02-9635 A

S%’T"'“}'T”
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2:02190-XXXIV. RESIGNATION

Any employee may resign from Metro by presenting an oral or written resignation to the
supervisor, manager, or Department Director. An oral resignation shall be confirmed in writing by
the supervisor to the resigning employee. To resign in good standing, an employee must give a
minimum of two weeks notice of resignation, unless because of extenuating circumstances the
supervisor, manager, or Department Director agrees to permit a shorter period of notice. The
resignation shall provide an effective date which shall be the last day actually worked and shall be
forwarded to the office of persennel human resources by the supervisor. If an employee who has
resigned seeks to rescind the resignation, such rescission only may be granted by the affected
Department Director at his/her sole discretion. All compensatory time for non-exempt employees
only, and vacation leave credits earned and not used, up to the 250-hour limit, shall be paid.

2:02-195-XXXV. PERSONNEL RECORDS

{&)A.  An official personnel file will be maintained by the office of-personnel human
resources for each employee of Metro. The personnel file will constitute the
official record of an individual’s employment with Metro.

{5)B. No information that reflects critically upon an employee shall be placed in an
employee’s personnel record without giving a copy to the employee.
t¢)C. Access to the personnel file shall be limited to the employee, management staff,
and the staff of the office of-persennel human resources. Management staff must
have job-related reasons to have access to job-related information in an employee’s
file upon request to the-Personnel Human Resources Director. Employees may
review their personnel files in the office of-persennel human resources during
regular business hours. Employees may authorize in writing a person(s) to review
their personnel files. Employees have the right to copies of material in their
personnel files upon request. Personnel records will leave the office of personnel
human resources only under the procedures established by the office of-personnel
human resources.

thD. Information in personnel files will be treated as exempt from public disclosure to
the extent provided by the Oregon Public Records Law.

2:02:200-XXXVI. GRIEVANCE PROCEDURE

It is the policy of Metro to provide for an orderly process whereby non-represented permanent
employees may have their dissatisfactions considered fairly and rapidly without fear of reprisal.
Every effort should be made to first find an acceptable solution by informal means with the first-
line supervisor.
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{m)A. Definition. A grievance is defined as a written expression of an alleged violation

of-this-chapter these policies of the Code, submitted by an employee(s) for the
purpose of obtaining adjustment.

tb3B. Procedure

Page 33 of 41 -
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3)3.

An employee who believes a grievance exists which has not been resolved
by informal means must reduce the grievance to writing. The written
grievance must contain:

Aja. A clear and complete account of the action or inaction which
adversely affected or affects the employee.

89b. The specific provision(s) of this-chapter these policies believed to
have been violated or misapplied to the employee.

{Cyc.  The date of the circumstances giving rise to the grievance and the
date of the employee’s first knowledge of those circumstances, if
later.

¢D)d. The remedy sought by the employee to resolve the grievance.

The employee must present the written grievance to his/her supervisor
within 15 calendar days of the occurrence of the circumstances giving rise
to the grievance or the employee’s first knowledge of those circumstances.
The supervisor shall discuss the grievance with the employee and attempt to
resolve it. If the written grievance is not resolved within five calendar days
from the date of submission of the written grievance to the supervisor, it
may be submitted within another five calendar days to the employee’s
Department Director.

The Department Director and the employee will attempt to resolve the
grievance within five calendar days from the date of submission of the
written grievance to the Department Director. If the grievance remains
unresolved after the five calendar day period, the employee may submit it
within another five calendar days to the Chief Operating Officer.

The Chief Operating Officer will review and investigate the grievance, as
necessary. The Chief Operating Officer will respond to the grievant within
15 calendar days from the date the grievance was submitted to the Chief
Operating Officer. The decision of the Chief Operating Officer shall be
final and binding.

Any or all time limits specified in these rules may be waived by mutual consent of
all parties. Likewise, any step in the procedure may be waived by mutual consent
of all parties. Mutual consent shall be confirmed in writing.
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tHD. Any grievance not taken to the next step by the grievant within the prescribed |
number of days after receipt of a response shall be deemed resolved.

(Ordinance No-81-16,-See-22—Amended-by-Ordinance No-94-523B:+-Ordinance-No—02-9635A
.See_‘. ..... {)

2.02.205-XXXVII. SERVICE AWARDS |

The Chief Operating Officer shall provide a service award program for permanent Metro
employees.

(Ordinance No- 8- H6-See~50-Amended-by-Ordinance No-94-523B: Ordinance-No-02-965A-

2.02:210-XXXVIII. EDUCATION, TRAINING AND DEVELOPMENT POLICY |

ta)A. Education and Development. All regular full-time employees, upon successful |
completion of the six-month probationary period, are encouraged to pursue
educational opportunities or development programs which are directly related to the
employee’s work and which will enhance the employee’s job-related skill level.

1. A full-time employee who registers for courses which are judged to be of |
direct and significant benefit to Metro may receive some reimbursement for
expenses incurred by the employee while taking approved courses provided
that:

tAja. The course is submitted to the employee’s Department Director for I
approval at least 30 days prior to proposed enrollment, and the
course is approved by the Department Director.

¢Byb. The course is taken on the employee’s own time. |

tcc. The amount of reimbursement is at the Department Director’s |
discretion and is subject to departmental budgetary limitations and
priorities.

t)d. The employee receives a grade of “C” or better or a “pass” grade if |
the class is graded on a “Pass-Fail” basis. Metro will make
reimbursement within 30 days after proof of satisfactory completion
of the course.

tEje. The employee is not receiving reimbursement for tuition from other I
sources.

¢#3f.  The tuition reimbursement per course shall not exceed the tuition |
rate for a similar course at Portland State University.
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252

)g. The tuition reimbursement for any single course shall not exceed the |
tuition rate for a three-hour graduate level course at Portland State
University.

¢Hhh. The total tuition reimbursement to an employee shall not exceed |
$1,000 in any fiscal year.

In lieu of tuition reimbursement, the Department Director may approve time |
off with pay so an employee may attend courses or development programs
which are directly related to the employee’s current position and will result

in improved job performance or skills.

Normally, the cost of textbooks and technical publications required for such |
courses or development programs shall be the responsibility of the

employee. However, the Department Director may elect to reimburse the
employee for textbooks and publications for such courses. If the employee

is reimbursed, the textbooks and publications shall be the property of Metro
and shall be returned to the Department Director upon completion of the
educational courses or development programs.

¢»B. Training. Metro may develop and implement its own training and development |
programs or may obtain and implement training and development programs to be
conducted by person(s) other than Metro employees.

thl.

2.

333.

).

The Department Director may temporarily change an employee’s work |
assignment for a period not to exceed 90 work days, without posting, so that
such employee can participate in training and development provided.

If an employee is required to participate in any training and development |
program, it shall be considered time worked for pay purposes. All tuition,
texts, training materials, and other expenses incident to such required
participation shall be assumed by the department.

If an employee desires to participate in any training and development |
program in which their participation is not required, time off to attend must

be approved by the Department Director. All tuition, texts, training

materials, and other expenses incident to such non-required participation

shall be assumed by the employee, however, the Department Director may
elect to reimburse the employee for textbooks and publications for such
courses. If the employee is reimbursed, textbooks and publications shall be
the property of Metro and shall be returned to the Department Director upon
completion of the training or development program.

Metro shall notify employees of available training and development |
programs provided by Metro.
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2:02:225-XXXVIX. CONFERENCES, MEMBERSHIPS AND CONVENTIONS

Attendance at conferences, conventions or other meetings at Metro’s expense shall be authorized
by the Chief Operating Officer. Authorization shall be granted on the basis of an employee's
participation in or the direct relation of his/her work to the subject matter of the meeting.
Members of professional societies may be permitted to attend meetings of their society when such
attendance is considered to be in the best interest of Metro. Metro shall pay for professional or
trade memberships for employees when deemed appropriate by the Chief Operating Officer or
his/her designee limited, however, to the availability of budgeted funds.

3B Ordinance No—02-965A

2.02.245-XL. ZOO VISITOR SERVICES EMPLOYEES

ta)A. Purpose. The purpose of this section is to establish personnel policies pertaining
to the conditions of employment of Zoo visitor services worker employees; to
promote efficiency, economy, and public responsiveness in the operation of the
Zoo visitor services division; and to provide that the employees covered by this
section shall be subject to proper conduct, the satisfactory performance of work,
and the availability of funds. Other sections of-this-chapter these policies apply to
visitor services employees; however, in the event of a conflict between this section
and other sections of-this-chapter these policies, this section shall govern.

¢b)B. Definitions

¢131. The visitor services worker classification is divided into two definitions and
nothing contained in this section shall be construed as any guarantee of
hours worked per day or per week:

{Aja. Seasonal Visitor Services Worker employee: Employees who are
employed on a seasonal basis. They will be scheduled regularly
during the peak seasons and scheduled as needed and as available
during the remainder of the year.

The probationary period for seasonal visitor services employees is
the initial 30 workdays of employment, and an additional
probationary period shall not be required at a subsequent
reinstatement, if the reinstatement is within one year of termination
in good standing. Visitor services employees serving their initial
probationary period may be disciplined or terminated without cause,
with or without prior notice. However, nothing in this paragraph
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shall be construed as implying or requiring that cause must exist for
the discipline or termination of a seasonal status employee who has
completed the initial probationary period.

B)b. Regular Visitor Services Worker employee: Employees who are |
employed on a year-round basis in the visitor services division of the
Oregon Zoo and regularly scheduled to work 20 or more hours each
week, as provided by the current adopted budget.

¢292. “Director” means director of the Oregon Zoo. |

¢3)3. Seasons are defined as April through the first week in September (Labor |
Day) and the second week in September through March.

t¢)C. Application of Personnel Policies. All visitor services worker employees shall be I
subject to this section and to all other Zoo personnel policies and regulations not
inconsistent with this section.

tbD. Recruitment and Appointment for Seasonal Visitor Services Worker
Employees

|

|

1. In-house recruitment to fill seasonal visitor services vacancies is not I

required and is at the discretion of the visitor services manager.

\

¢292. Recruitment to fill vacancies shall include appropriate forms of |
announcements to attract qualified applicants and to comply with
Affirmative Action goals.

{333. At the beginning of each season a general recruitment will be initiated. The |
recruitment will remain open until the beginning of the following season. A
list of qualified applicants will be developed by the visitor services manager
pursuant to these visitor services worker rules, from which visitor services
workers will be appointed. Applicants will be appointed from this list on an
as-needed basis only. If the seasonal list is not exhausted, those not hired
but remaining on the list must go through the next season's selection process
to be considered for hiring. The visitor services manager will maintain the
list and will determine who will be appointed.

4. Employees who leave in good standing may, within one year of termination, |
be reinstated without going through a recruitment process.

t¢)E. Recruitment and Appointment for Regular Visitor Services Worker
Employees

¢+1. In-house recruitments to fill regular visitor services worker vacancies are |
open only to current seasonal visitor services worker employees which will
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be the first means used. If no one applies, then the position may be filled
with a current seasonal employee who shall be appointed by the visitor
services manager.

(2)2. In-house recruitments to fill vacancies as described in (1) above, shall |
include posting of such vacancies for at least five calendar days within the
visitor services division.

¢3)3. Regular visitor services worker employees will be eligible to apply in-house |
for all vacant regular (non-visitor services worker) positions within Metro.

HF. Status of Seasonal Visitor Services Worker Employee. Seasonal visitor services |
worker employees will be eligible to compete for in-house recruitments of a
regular, non-visitor services worker position, if they have worked 40 hours per
week for three consecutive months and were hired through a competitive process
for or had been reinstated to the position they currently hold.

(=)G. Benefits |

¢H1. Benefits required by law such as Workers” Compensation and Social |
Security will be paid for all visitor services employees. Seasonal visitor
services worker employees will not receive any other benefits.

¢232.  Seasonal visitor services worker employees will not be paid for holidays not |
worked. Designated holidays shall be considered as normal workdays.

¢333.  Regular visitor services worker employees appointed to one of the regular |
visitor services worker positions will receive a full benefit package when
working a minimum of 20 hours per week.

¢yH. Performance Evaluation. Performance evaluations will be performed at least |
once during the initial 30 workday probationary period.

(1.  Disciplinary Action |

¢H1. Nothing contained in this section precludes the visitor services manager or |
Zoo Director from establishing work rules not inconsistent with this section
for efficient operations and administration of the job site, or precludes the
manager from having private discussions with employees. These
discussions may be in the form of assignment, instruction, or any other job-
related communication.

¢292. Itis appropriate, though not always necessary in every circumstance, that I
disciplinary actions be taken progressively. Disciplinary actions will take
into consideration the degree, severity, and frequency of the offense and/or
circumstances surrounding the incident. Any disciplinary action shall be
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done in a manner that is least likely to embarrass the employee before other
employees or the public. Copies of disciplinary actions shall be placed in
the employee’s personnel file. Any disciplinary action may be grieved
under the grievance procedure established in Chapter 2.02 of the Code.

333. The following are some examples (but not all) of the types of conduct
which will result in disciplinary action. The listing of these examples is for
illustrative purposes:
tA3a. Abandonment of position.
tB4b. Absence from duty without leave.
tcc.  Abuse of leave privileges.
¢t23d. Below standard work performance.
tte. Discourteous treatment of the public or other employees.

#5f.  Intoxication during working hours.

{)g. Fraud in securing appointment or promotion.
¢Hh.  Insubordination.

¢hi.  Misuse of Metro property, funds or records.
{H].  Neglect of duty.

k. Willful deceit.

9. Any conviction by a court of law which demonstrates an impaired
ability to properly perform work for the division.

Mim. Violation of Metro Code, ordinances and regulations, established
work rules and directives, including those directives defined in the
Visitor Services Worker Handbook.

4. Dismissal. Should the actions of an employee indicate the dismissal of the
employee may be necessary, the visitor services manager will review the
proposed termination with the-Persennel Human Resources Director,
including a review of any response or explanation by the employee. If the
dismissal action is appropriate, the visitor services manager will seek
authorization from the Zoo Director to proceed with the dismissal. The
employee shall be notified in writing of the dismissal action. The notice
will become a permanent part of the employee’s personnel file. Payroll
shall be notified to prepare the final check.
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1.  Promotion. Eligibility for assignment to visitor services worker 2 and 3 |
classifications shall be established by the visitor services manager and shall be
subject to in-house recruitment established in (f)(1-3) above upon determination
that an employee has acquired or possesses the knowledge, skill and ability
required for the position.

#yK. Wage Rates
h1. Visitor services worker employees will be paid at a rate in the pay plan
recommended by the visitor services manager and the-Persennel Human
Resources Director, and approved by the Chief Operating Officer and the
Council.
¢292. The step range for each employee shall be established on the basis of |
individual qualifications and work assignment. It will be the general
practice to appoint new visitor services worker employees at the beginning
step of the visitor services worker 1 salary range. Exceptions approved by
the Chief Operating Officer may be made to allow hiring above the
beginning step. Total hours of previous work experience with the Zoo and
the quality of that work will be considered in determining the step for |
previous employees reemployed at the Zoo in subsequent seasons. \

¢33. Eligibility for a wage increase shall be at the discretion of the visitor |
services manager and after successful completion of the initial probationary
period.

¢434.  Section 2.02.160 of the Metro Code (Salary Administration Guidelines) |
shall not apply to any visitor services worker employees.

{HL. Reporting and Hours of Work |

¢H1. Because the number of seasonal visitor services worker employees needed |
at a given time depends upon weather conditions, such employees may be
relieved from duty prior to the end of a scheduled workday or may be
directed to not report for duty on a scheduled workday. The Director or
his/her designee shall establish appropriate procedures for regulating
reporting during inclement weather.

(2)2.  Work schedules will be posted, and will be subject to subsection (1) above. |
No employee will be called to work for less than three hours in one day.

(13M. Rest and Meal Period |

¢131. A rest period of 10 minutes with pay will be provided during each work |
period of four hours.
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-

¢232. A non-paid lunch period of 30 minutes shall be provided. Whenever |
possible, such meal period shall be scheduled in the middle of the shift.

(Ordinance No-81-123-Seeband-2.-Amended-by-Ordinance
No-87-221,-See. Fand 2:- Ordinance No--89-269-See - H-Ordinance-No-89-269:- Ordinance

No-92467A;-See—t-Ordinance No-94-523B; Ordinance-No-§2-965ASee—t-)

2.02.250-XL1. VOLUNTEERS |

A volunteer is an individual serving in a non-paid voluntary status. Volunteers are not considered
employees of Metro and are not subject to the provisions of this-chapter these policies, except as
otherwise provided by law.

2.02.255-XLII. ACKNOWLEDGMENT OF RECEIPT OF PERSONNEL POLICIES |

All permanent employees shall be given a copy of this-chapter these policies of the Code and shall I
acknowledge receipt by signing the following statement:

“I acknowledge that [ have received a copy of the Metro Code, Chapter 2.02, which
outlines my working conditions, privileges and obligations as an employee.—Fhis
chapter___These policies constitutes the general policies of Metro and may be
supplemented by more specific policies. Further, I understand that-this—chapter
these policies is necessarily subject to change. | understand that no contract of
employment can be created, nor can an employee’s status be modified by any oral
or written agreement (except a valid collective bargaining agreement),
representation, or course of conduct. Lastly, I understand that these policies do not
in any way constitute a contract of employment, either express or implied.”

Print Employee Name Employee Signature

Date Social Security Number
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Exhibit A to
Ordinance No. 05-1082

CHAPTER 2.02
PERSONNEL-RULES CODE

SECHONS—HTLE

Personnel-Rules-tor-Non-Represented-Employees
2:02-005 -Purpose
2:0204H0————Adntinistration-of-the-Rules

202045 Amendment

222 Separabihity-frepealed-Ord-02-965A-3H
2:02:025 e Exemptions

2:02030—— ~Pefinittons-of-Personnel-terms

2:02.060- atary Admimistration
2:02:06% iei
20207 Adfirmative-Action Poliev
202080 -Reeruitment-and-Appomtment
2:02:4088 robationary-Period

202090 Feomporary-Employees
2:02:095———Job-Share

202400 —OFtentation

202405 -Weorkers-Compensation-lnsurance
202440~ Jasurance-and-Retirement
202415 Lransters-and-Demotions

202445 Siek-beave

202450 Bamtby-Medieal Leave

202485 Pregnuncy-Leave Franster
202460 Paremtal-L-eave

2:02-465 Leave-of- Absence-Witheut-Pay
2:02-1- Other-Leaves-of-Absence-With-Pay
2:02:4T 5 Preamble--Conduet; Diseipline- Fermination-and-Appeal
202480 -Pisetphinary-Actions

202485 ayetf

2:02:490- Restenation

202495 ——Personnel-Reeords
2:02200--Laptevanee-Procedure
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2:02:225 - Conferences- Memberships-and-Conventions
202230 Employee-Organizations-and-Representation
2.02.235————Pohttical-Activity

Zoo-Visitor-Services-Employees

Volunteers
—Acknowledgment of Receipt-of-Personnel-Policies
202305 Parpose

2023 1 Administration-of - the Rules

202315 Aatiendment

2:02:320- ~Separabtlity

2:02:350——Pay-Plans
2023585 Salary-Administration
202360 Pay-Polietes

Nepotism

2.62:375

Internal-Reeruttment
2:02-380— Probationary-Period

2:02:385——Job-Share
202390 Optentation
2:02:395 - Waorkers- Compensation-lnsuranee
2:02.400-———Fransfers
2:02:405———Sick-Leave-transtor

2:02:435 e Resionation
2:02:440——Service-Awards

202445 Education-Opportunities

202447 P pra-atid-Adeohol-Poliey

2:02:450Smoking Policy

2:02:455 Conferenees;-Memberships-and-Conventions

2:02:460 Employee-Organtzations-and Represenmtation

2:02:465—Political-Aetivity

2:02:470————Acknowledgment-of Receipt-of-Personnel-Policies

2.02.001 Personnel-Rules-Eor Non-Represented-Emplovees Code

Sections 2.02.001 to-2-62:299 of this Metro Code shall be known as and may be cited as the “Metro
Personnel Code.”
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{Ordinanee-No-94-523B—Amended-by-Ordinanee-No-02-965A See—1-

2:2:005-Purpeose
Fhe-purpese-of-this-chapter-is:

—f @y To-provide-and-maintain-a-system-of personnel-administration-for-all-non-represented

Ww%%%w%w%wmwh&h%wmmmw%mm{mﬁ

persons-in-Metro-employment-shal-be-achieved-on-the basis-of prometing-the-publie-welfare-and
implementing-Metro's-responstbilities:

e %&e%ablﬁkaﬂd n}ﬂfm&m-d po&mfm Jcmsﬂmzmomﬂdﬂ which-vhatl-group-all-positions

7

—Ady———TFo-promote-efficieney-economy-and-public-responsiveness-in-the-operation-of-Metro:

—fey—Tto-provide-that-the-emplovees-covered-by-these rulesshall-be-subject-to-proper-employee
conduet;-the satistactory-pertormance-of-work-and-the-avatlabihity-of - funds:

~t£)_~-The provisions in this chapter do not constitute a contract of employment. Moreover, in
order to meet future challenges, the Council retains the flexibility to change, substitute, and discontinue
the policies and benefits described herein, at any time, with or without notice to employees. No person
shall be deemed to have a vested interest in, or legitimate expectation of, continued employment with
Metro, or any policy or benefit described herein or otherwise generally followed by Metro. No contract
of employment can be created, nor can an employee's status be modified, by any oral or written
agreement, or course of conduct, except by a written agreement signed by the Council President or Chief
Operating Officer and the employee, and subject to the approval of the Council.

be construed-as-any

o

2:02.040-Admmmstration of-the-Rules
~~~~~~~~~~~~~~~~~~~~~~~~~~~ fa)Fhe Chief- Operating- Officer shath-be-responsible-for:

Administering-or-delegating-the-administration of-all-the-provistons-of-this
chapter;-and-whenever-a gquestion-arises-as-to-the-meaning-or-interpretation-of-provisions-of-this-chapter;
the-interpretation-given-by-the- Chief-Operating Officer-or-histher designee-shall-be-final-and binding.

e ~A2———Reviewing-and-recommending-to-the-Counetl-necessary-changes-to-this-chapter:

e e Publishing-a-Personnel-Procedures-Manual-to-implement-the proxvisions-of-this
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(a) Duties of Chief Operating Officer

Administration and enforcement of the personnel code shall be the responsibility of the Chief Operating
Officer. The Chief Operating Officer, or his or her delegee, shall:

(1) Establish and maintain

(A) a record of all employees in Metro service

(B) the Metro employee classification plan

(C) the salary plan and salary administration policies, including employee
benefits, including emplovee benefits

(2) Prepare such rules, policies, and procedures as are necessary to carry out the
duties, functions and powers of this personnel code, and to effectively administer Metro personnel.

(3) Establish a system of personnel administration, based on merit, governing
recruitment, appointment, tenure, transfer, layoff, separation, discipline of employees.

(4) Devise and employee training programs, for the purpose of improving the quality

of service rendered by Metro personnel.

(5) Conduct labor negotiations with the authorized collective bargaining
representatives of Metro employees

(6) Serve as the final grievance adjustment officer in personnel matters.
(7) Make quarterly reports to the Council regarding the personnel administration of
Metro
(b) The Metropolitan Exposition-Recreation Commission shall adopt personnel rules

consistent with and subject to Sections 6.01.040(h) and (m) of the Code notwithstanding any provision of
this chapter to the contrary. For this purpose, the authority and duties of the Chief Operating Officer to
employ, manage and terminate employees referred to in this chapter shall reside with the commission for
employees of the commission.

2:02.045-Amendment

Fhis-chapter-shall-be-amended solely-by-the Counerb-however; admmhu am«: amcndmemss which-deal
soleby-with-correcting grammatical-or-typographical-errors;-or-corree torretlee
processed-reclisstications-and-tithe-changes-mne-be-approved-by-the-t -
proposed-amendments-to-this-chapier-and/or-benefit-changes-wall-be-required-to-be-adopted- b\; h\,
Counetl:

(Ordinanee-Now- 8t borSeg-3-Amended-by-Ordinance- No-94-523 B+ Ovdinance-Now b 2-965A-Seertw)

2.02.025 ## Exemptions
(a) Notwithstanding any provision of this chapter, individual positions in the Office of Chief
Operating Officer assigned to provide services to the Council may be designated as exempt from and not
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subject to this chapter provided that the Council President has given written approval of the exemption
after 10 days prior notice has been given to members of the Council.

(b) Notwithstanding any provision of this chapter, employees in the Office of Auditor shall
be exempt from and shall not be subject to this chapter except as expressly determined in writing by the
Auditor, limited however to budgeted funds allocated to the Office of Auditor.

(Ordinance No. 81-116, Sec. 46. Amended by Ordinance No. 94-523B; Ordinance No. 02-965A, Sec. 1.)
2.02.030 Definitions of Personnel Terms

For the purposes of this chapter unless the context requires otherwise, the following terms shall have the
meanings indicated:

(a) "Auditor" means the elected Auditor of Metro or his/her designee.

(b) "Chief Financial Officer" means the person responsible for managing the financial affairs
and budget of Metro and designated as such by the Chief Operating Officer.

(c) "Chief Operating Officer" means the person holding the position of Chief Operating
Officer established by Section 2.20.010 of the Metro Code.

(d) "Council" means the elected governing body of Metro.

(e) "Department" means a major functional unit of Metro as designated by the Chicf
Operating Officer.

() "Department Director" means a person designated by the Chief Operating Officer to be

responsible for the administration of a department or his/her designee.

SPiviston-means a-major-tunctionabunit-ob-a-department:

(kg)  "Employee" means an individual who is salaried or who receives wages for employment |
with Metro.

E" ”"“‘;"‘v'

U Elexible-work-schedule - menns-an-alternative-work-schedule-other-than-the-established
normal-work-schedule; but-which-inelades-the-sume-number of total-hours-per-pay-period-as-other
full-time -positions:

(th) "Full-time" means a position in which the scheduled hours of work are 40 hours per week |
and which is provided for in the adopted budget.

e - U O R - P be e ans- therate-of compensation-for-each-hous-obwerle-pertormed:
ey Uimediate-family - means-the - husband-wite-son;-davghters-father mother-brother;

~Afather-in-laws-mother-in-laws grandparents-or-any-relative-hving-in-the-employee's-househeld:
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(ei) "Layoff" means a separation from employment because of organizational changes, lack |
of work, lack of funds, or for other reasons not reflecting discredit upon the employee.

bargaining-unit:

() "Part-time" means a position in which the scheduled hours of work are less than 40 hours l
per week but at least 20 hours or more per week and which is provided for in the adopted budget.

e sy Pepmanent-employee Hmeans-an-employee-wheo-is-appetnted-to-fitba-budgeted-positton
and-who-is-nottemporary-or-seasonal-However; the-term-permanent-does-not-confer-any-form-of-tenure
or-other-expeetation-of continued-employment:

iy Permanent-position - means-a-budgeted-position-which-is-not-temporary-or-seasonak:

(vk)  “PersennelHuman Resources Director” means the employee appointed by the Chief |
Operating Officer to administer the provisions of this chapter regardless of whether the person is also a
Department Director.

{w)—Personnel-file-means-an-employee's-ofticial-personnel-{ile-whieh-is-kept-in-the-ofhee-of
personnel:
¥ Pepsonne b Procedures-Manual - medns-a-mantak developed-by-the-otfice-of-personnel

and-approved-by-the-Chief Operating Officer to-implement-the-pelicies-and-provisions-of-this-chapter

ey Probattonary-pertod -means-a-continuation-of-the-sereening process-durmg-which-an

rrrrrrrrrrrrrrrrr taa)—""Promotion’-means-the change of an-employee-from-a-posttion-tn-one-classitication-to-a
hostHon-in-another-classification-having-a-higher maximum-salary-rate:
g-a-tig Y

e - R g lassHCAHOR - Reans-a-change-in-elassifieation-of-a-posttion-by-ratsing-it-to-a-class
with-a-higherrate-of paysreducing it-to-a-class with-a-lower rate-of pay.-or-changing tt-to-another-elass-at
the-same rate-of pay--based-upon-the duties currently-assigned-to-an-existing-position-or-to-be-assigned-for
a-vacant-position—t-the-position-is-tilleds the-incumbentemplovee-tsreclasstied-along-with-the-posttion:

e {ee " Regular-employee - means an-employvee-who-has-suceesstully completed-the required
initial probationary-pertod-oceupying a-permanent- postton:

Page 6 of 57 — Exhibit A to Ordinance No. 05-1082

m:\attorney\confidential\12.2.1.5\05-1082.Ex A.red.003
OMA/KAP/kvw (05/17/05)



(eek) "Represented employee" means an employee who is in a recognized or certified
bargaining unit.

e f )M Resgnation - means-voluntary-separation-from-employment:

e B 'Seasonal-employee'-means-an-employee-who-is-employed-during-peak-seasons-of-the
year-and-whe-may-be-scheduled-as-needed during-the remainder-of-the-vear:

(khl)  "Separation" is the cessation of employment with Metro not reflecting discredit upon the
employee.

(ttm)  "Status" refers to the standing of an employee.

(kkn) "Termination" means the cessation of employment with Metro.
e e UV olunteer - means-an-tndividual serving - ir-a-non-patd - voluntary-status:

bR Work-sehedule - means-the-assignment-ot-hours-of worleby-a-supervisor:

2:02:035-Posttton-tlasstiteatton-Plan

) e priEpase-of-the-classification-plan-is-to-provide-an-iventory-of-specthieattons-for-cach
classitieation—The-plan-shall-be- developed-and-matntained so-that alb-positions-substantiatby-simtar-with
respeet-to-duties-responsibitities;-authority-and-qualifications-are-ineluded within the same-classc and-so
that-the-same-range-of compensation-witl-apply—Lach-permanent-positon-shall-be-alocatedto-an
appropriate-classification-on-the-basis-of the duties-and-responsibtlities-of the-position:

————— {dy———The-Chief-Operating-Officer-or-his‘her designee shath-establish-administrative-procedures
{eamp}emem %wdawmedaen ami—pzw plans.The Chief Operating Officer may-make-administrative

s sy So-titheand-elasstheation-nambers.—Subject-to-Metro-Connet
APPrOV al -the- { hfeﬁ ()peratme Officer-may-annuatly-revise salary-ranges-to-reflect-a-cost-of-hving
adpustment:

2.02.040 ## New Positions
Any new positions added to the budget require Council approval.

Anv-pew-classification-added-to-the-elassthieation-plan-requires Council approval.
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af)p(»}i-nu-nei}{smwhéeh-shal-i-~esfab}}-sh--a---s—&lar-y----range~-w’}th--&--:ni-n—im—um—--and--a~-max-'nnum---salarymt&eﬂpay
appropriate-for-each-class—The-pay-plans-shall-be-approved by-the Couneil—The-pay-plans-shall-establish
the-eligibility-of each-classitication-to-receive-overtime-compensation-as-indicated-by-exempt-or-non-
exempt-status:

e B} The-pay-plans-shall-equitably-reflect-the-difference-in-duties-and-responsibilities--and
shall-be-related-to-compensation-tor-comparable-positions-within-the-job-market:

% Al ' o e o 3 e 5 2 @ 1 .,‘ = &
expectations-of- Metro-along-with-suitable-emplovee performance.

—f @y The-Chief Operating Officer may-propose-an-ageney-wide-classification/compensation

inplementation ot study-recommendations-require-Counetl-approval:

2:02:0060--Satary-Administration
%H%%&MWWH&%MWFWWMWme
plans-shat-be-added-to-the-salary-ve on;-shatk-be-cumutativeand-shall-be-added-to-an
emplovee's-individual-rate-of-pay: ~Hewewf— n&empleyeewﬁe%paﬂm&b&kwmbegﬁnnwx
rate-of-a-satary-range-after-a-fiscal-adjustment-is-made:

with-appeimntments-above that-level-bemg-the exeception &)f—ouma;}dmwal%ﬁwﬁm}s -and-experience-and
subjeet-to-departunental-personal-services-budset resources-and-approval-of the-hirtng-Department
Director with-concurrent-notification-to-the-Chief Operating Officer:

e 2y Eiplovees-hired-at-or-promeoted-to-the-beginning-salary-rate-of-a-salary-range
sha H receive-a 5 -percent-salary-inerease-after suceesstul completion-of st-continuous-months-of
pmb&twﬂa}y serviceThe-inerease-of- >-pefwm &hdﬂ beanitiated-by- the oftice-of personnel-on-the

¢ ‘ e-the-begtnnine-salary-rate
lmﬂmkehmbleW—a—aam%ﬁ&easﬂmeﬁedelwh&( ‘hief Operating-Officer-approves-an
extra meritorious salary-nerease-based-en-outstanding-performance-alter suecessful completion-ofsix

consecutive- months-of probattonary-serviee:
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i 4h)——Ad-merit-increnses-huve-to-be-authorized-and-approved-by-the-Department
Directorand FeHeWt‘dﬂﬂ4e¥R~)ﬂ}} by the—Pehmmel»D}we tor: pHm—&FHmf»lememaneﬁ “A-deciston-by-the

loyvee-t

Bepartime

wmmg.

- A5y Merit-inereases-(exeept-as-noted-in-subsection-{b}2)-of-this-seetion)-must-be
s{mw&m{emmm—gwﬁemﬂmwkmnaﬂwewkm&mmmpweamw ke
every-effort-to-complete-the-employee's-evaluation-by-the-employee's-anniversary-date—IH-the-evaluation
is-not-completed-by-that date-any-merit-inerease-assigned-shall-be-retroactive-to-the-employee's
anniversary-date-pot-to-execeed-one-year-of retroactivity:

e A B Competeney-and-fudgment:

Growth-in-and-ability-to-handle-job-responsibilities:

CRA A ttitride
¢B) Attitude:
By Speetie-actions-toward- seH-improvement-as-necessary-

..................... ~Fp—Recognitton of excelence:

—————————————————— A3y Productivity-inereases-of tangible-quantities-and/or-qualitios:

S, _.__(_I{r}__ms a fl?‘f’_ la £a l‘ﬂ‘ Ce5-

i P Phre-Pepsonpel-Director-shall-review-performa
appropriate-eriteria-are-theluded:

el o Wohen-an-employee-is-prometed-or reclassitied-to-a-position-in-a-classiication
mt&ra-h kghef-maﬁﬂwmw lary-rater-the-employee-shall-be-placed-on-the-beginning salary-rate-ot-the
salary-range-or-recetve-an-inerease-of-S-percent-whichever-is-greates:
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() —Acreclassified-employee-shall-not-serve-a-probationary-pertod—An-employee
reclassified-to-a-position-in-a-classification-with-a-higher maximum-salary-rate-shall-not receive-a-salary
increase-after-completion-of six-months-in-the-new-elassifieation—The-employee's-anniversary-date-shall
retleet-the-effective-date-of-the-reclassihention:

o e W e aft-emiployee-is-reelassified-to-a-posttion-in-a-classttication-with-a-lower
PRANXHIT Galafy ratest he- empl oyees salary-rate-shall-not-be-reduced-as-long-as-the-employee's-eurrent

“the-employee's-salapy-rate-ts-above-the new-salary-range:

%&Wﬁ%&%ﬂ%ﬂﬂkﬁ&%&ﬂeﬂ%tﬂ%mﬂ—m%%m&%&%&%w%
bring-the-employee'srate-within-the new-classification-range—At-that-time-the-employee-will-beeome
eheible-for-merit-inereases:

) ——A-Departinent-Director-may-assign-an-employee-in-writing; to-work-"out-of elass:"
Whenever-an employee-is-assigned-to-work-temporarthy m-a- highe;elawiﬁe-a ton-for-a-pertod-in-excess-of
10-conseeutive-work-days-he/she-shall-be-considered-as-working-"ount-of-elasst-a-higher-position-and
shatl-be-paid-from-the date-of-assigament-at-5-percent-above-his‘her-current-rate-of-pay-or-at-the-beginning
salary-rate-in-the range-designated-for-the higher classtfication-if-the-employee-is-at-the-top-of-his‘her
salary-range—An-employee shall-not-rematn-in-an-acting-capacity-for-a-period-execeding-sb-menths

WMQMWHMWHWW%WHWHMWM
' Feumstances-must-be-given-in-writie-to-the-Chie L Operating Officerfor

o

agp;evatanéfenméeé%e%?er%ne%t)neewf —Acwork out-of class-assiepmentfor-up-to-six-months,
shatl-not-be-considered-as-time-served-for-purposes-of-the-etfective-date-forreclassification-or-promotion:

e @ W hen-the-satary-range -for-an-entive-classtfication-ts-decreased as a part-of-a
classification/compensation-study.the rates of the-incumbents-in-the-positions shall-be-continved-{red-
cireledy-and-no-change-in-salury-shall-occur-until-the-annual-adjustments-to-the-pay-plan-bring-the
employee's-rates-in-the-new-class-within-the-pew-range—At-that-time—tnenmbents-will-become-chigible-for
satary-adjustments:

2:02:065--Pay-Policies
(a) Pesmanent emplaljass shall-be ﬁ'“-d aceordin >-to-the-pay pl'm '|dep%eei%y—the(‘eunril and
administered-by-the-Chief-Operating-Ofticer:

e f P limployees-shal-be-patd- twice-monthly.
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mformation-department;-accounting division:

ey Payrol-deductions-will- be-made-for- income-tax-withholding Workers- Compensation
insutanee-and-employee-contributions-to-employvee-benefits-and-may-be-made-tor-the-Untted-Way-Fund;
payments-to-the-employee's-eredit-union-and-other-agencies-as-approved-by-the-Chief-Operating-Officer-at
the-request-of-the-employee-

2.02. ## Charitable Solicitations

(1) Charitable solicitations of Metro employees while on the job during working
hours shall be conducted in compliance with this section. No other solicitations of Metro employees
while on the job during working hours by a charitable organization shall be permitted.

(2) The Chief Operating Officer with consultation of Metro employees shall by
executive order establish rules and procedures to implement this section, including procedures for
applications, time and length of solicitation campaigns and payroll deductions. The procedures shall
specify that all solicitations shall be made during a single campaign period lasting no longer than 30 days
and that employees may sign payroll deduction cards for charitable donations only during a two-week
period following the end of the solicitation campaign period. The Chief Operating Officer once each year
shall certify all charitable organizations recognized by Metro for the purpose of conducting a fund drive
among the employees of Metro. The Chief Operating Officer’s action shall be based on the criteria stated
in subsection (3) of this section.

3) Charitable organizations recognized to conduct a fund drive among Metro
employees while on the job during working hours shall:

(A) Be a fund-raising organization which raised funds for 10 or more
charitable agencies.

(B) Disburse funds only to agencies whose charitable activities are primarily
in the geographical areas of Metro and which have an office located within Metro.

(C) Be exempt from taxation under Internal Revenue Service Code Section
501(c)(3).

(D) Be in compliance with the Charitable Trust and Corporation Act and the
Oregon Solicitation Act (ORS 128.618 through 128.898). All charitable organizations who have made
the required filings under such laws and have no enforcement action pending against them shall be
presumed to be in compliance with such laws.

(E) Have a policy prohibiting discrimination in employment and fund
distribution with regards to race, color, religion, national origin, handicap, age, sex and sexual preference
in the charitable organization and all its grantee agencies.

(F) Provide an audited annual financial report to Metro for distribution to its
employees 60 days prior to the charitable campaign.
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4) Payroll deductions for employee charitable contributions shall be allowed only
for charitable organizations in compliance with this section.

2.02.870 ## Affirmative Action Policy

(a) Policy Statement. Metro states as its policy a commitment to provide equal employment
opportunities without regard to race, color, religion, national origin, sex, age, disability, sexual
orientation, or marital or familial status, except where a bona fide occupational qualification exists.

(b) Affirmative Action Program. The Chief Operating Officer or his/her designee will adopt
an affirmative action policy and program, as well as appropriate anti-discrimination and harassment
polices, which will be set forth in separate documents. Such policies and programs will be distributed to
employees at hire and be made available throughout Metro facilities. All employees are expected to
familiarize themselves with these policies.

{c) Recruitment Efforts. Recruitment efforts will be coordinated by the office of human
resources in cooperation with the hiring department. Recruiting publicity will be distributed through
appropriate media and/or other organizations to meet affirmative action guidelines. Such publicity will
indicate that Metro is an affirmative action, equal opportunity employer and will be designed to attract a
sufficient number of qualified applicants.

2:02:075-Nepotism

Notwithstanding Meto's-athrmative-setion pohicv-and-progran. no - member of an-emplovee's fumily
thusbandwite; son. davghter-mother: father; brother-sister-m-laws ofany-kind,-aunt uncle. niece:
fephewsstepparent-or-stepehiter-shall-be-emploved-th-a-postion- o b e XeFeIstRE-SUPe P SOPY- P PO et
or-grievance-adpustment-authority-over-the-other-famibv-member:

2.02.080 ## Recruitment and Appointment
e A H-prOHOHO RS- -appOintMents-to-vacanetes-shall-be-based-on-the-requirements-of-the
postiion-and-organizationab-and-operationab-needs:

—————— B Reeruitient-efforts-witl-be-coordinated-by-the-ofice-of personnel-in-cooperatton-with-the
hirme-department. Reerutting-pubhicttywilh be-distributed-threugh-appropriate media-and/or other

titial-probationary-pertod-may- app}\v (m Vacat- pmm(ms and-wirl be w*mderea#% an-titernal-appheant:
Femporarv-emplovees musthave-completed-a-competttive recruttment and-selection process through the
oftice-ofpersonnel to-be-consrdered-as an-nternabappheant—Adbupplicattonswill be-considered withowt
prejudice-to-their-present-posttons—Reaular-resulat-part-tine-and-temporary-employees-who-apphy-with
be-grven-tirst-consideration-n-fitling-a-vacant-position—Notice-of-internal-reeruttment-shall-be-posted-net
less-than-five-working-days-to-allow-forreceipt-ot-applications:

--------------------------- {ehplaeperat-Recruttment—H-the-vacaney-ts-pot-filled-as-a-result- oL aternal-reeruttment;
reerttnent-outside-the-ageney-will-commence—The-period-of general-recruitment-shall-be-not-less-than
Ho-working days to alow-forreceiptofapphieations:
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(ea)  Except as otherwise provided for in this Code, all appointments of employees shall be the
sole responsibility of the Chief Operating Officer, subject to the provisions of this chapter.

(tb)  All appointments of employees to the Office of the Metro Attorney shall be the sole
responsibility of the Metro Attorney.

(¢c)  All appointments of employees to the Office of Auditor shall be the sole responsibility of
the Auditor.

(hd)  Appointments of Department Directors, the Chief Financial Officer, the-Personnel
Human Resources Director, the Metro Attorney, staff in the Office of the Chief Operating Officer, and
staff in the Office of the Auditor, may be made without going through the normal recruitment and
selection process. The-Personnel Human Resources Director, the Chief Financial Officer, all Department
Directors, and all appointed staff in the Office of the Chief Operating Officer shall serve at the pleasure of
the Chief Operating Officer. Staff in the Office of Auditor shall serve at the pleasure of the Auditor.

“hief- Operating

202,085 Probationary Pertod
Fhe-probationary-pertod-shall-be-a-continuation-of-the sereeming process-and-shall-provide-the-supervisor
ah opportunity-to-observe the- employee's-works to-nstructand-atd-the-emplovee-m-adjustment to-the
positiot-and-to-rejeet-apy emplovee-whe-dees-not-demonstrate-fHness-for-the-pesttiion-—the-syecesstul
completion-of-probation-is-for-Metro's-internal-sereening - process-only.-and-does-not-confer-any-form-of
tenure-or-other-expectation-of-continued-employment:

{ap A -tattialb-appottments-and-at-promotions-to-permanent-full-time-and-permanent-part-
time-posttons-shath-be-subjectto-a-standard-probationary-period-of stx-consecutive-months-of serviee:

~~~~~~~~~~~~~~~~~~~~~~~~~~~ thy——Promotions—bEmployveesawvho-do-notsuecesstully complete-their-promotional-six-month
yrobationary-period may-be-demoted-at-amy-time-during-the promoetional pertod-and -be-reinstated-nto-the
A Frosomae Y mecunns Mo i A

stiications—Neo-emplovee's-position shalh be reclassified-untib such-time-as-he/she
has-suceessfully-comy eteeHn~fher—mma4+1*—momh pmba{mndry peﬂeé wt-the-elassifieation-nto-which
hMew%et#—bmp%eytheﬁe ; seesstubcompletton-of the-thital

deﬂeﬁeq&%fwn—dddimkpmb&mﬂm)eﬁm%—HMW m&%&s&ﬂ%ﬂﬁ&ﬁw&e&w&h
signiftcantby-different duties-shatl require-a-three-month-probationary-period—Employees-who-de-net
stecesstutbe-complete-the-three-month-probationary-period-may-be-retnstated-into-the-position-held-prior
to-transter-H-the-position-is-vacant-or-tt-the position-is-filled - by-an-employee-tn-an-initial-probationary
period:—H-that-position-does-not-existas-deseribed-above . the employee may-be-reinstated-into-any-vacant
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MW&&WWMG%N%M\&H NOLSeFve-a- H@Wﬁmbatumdﬁupeﬁe&upen
demetion:

Vacation-leave-eredits-based-upon-or-earned-t-conpection-with-time-weorked-shall
accumulate-during-an-employee's-initial-probationary-period.—bpon-suecessful-completion-of the-initial
plebaueﬂafy pem)é emplevee wnll-he ceredited-with-vacation-leave-secumulated-during-the-probationary
¢ geation-teave-with-pay-as-authortred—An-emplovee-whe
WWMMMMHiﬂIW@MMMHGWMme»ma%m

pavment:

e e Ary-aathorized-leave-without-pay-during-any-probationary-pertod-will-extend-the

2:02:090-Femporary-Employees

B {a)——Tempeorary-employees-appointed-prior-to-the-etective-date-of this-ordinance-and-whe-are
stih-emploved-as-temporary-employvees-without-a-broak-th-sepvice-after-the-effeetive-date-of-this-ordinanece
shatl-continue-to-receive-all-employee-benefits-granted-to-them-sinee-thetr-eurrent-appointment-as-a
temporary-emploveesnot-to-exceed-+044-hours:

e { Y-S tatus-of-Femporary-bmployees—Fempeorary-employment-shall-be-used-for-the-purpese

of meeting-emergencys-nonrecurring,of-short-term-workload-needs:-or-to-replace-an-employee-during-an
approved-leave-of-absence—A-temporary emplovee-may be given-a-nenstatus-appointment-without-open
competition-and-consideration-only-for-the-purpeses-enumerated-in-this-section—Temporary-appointments
shall-not-be-used-to-defeat-the open-competitive recruttment-and-selection-process—Femporary

y-Benetits required-by-law-sueh-as- Workers'- Compensation-and-Soctal-Seeurity

W-l#—b&-f)dié—f@i—dﬂm vt plovees: Nﬂﬂdé%&eﬁﬂ#heﬂeiﬁﬂr%—f“—b&pdﬂkw civei-to-lemporary
employees:

----------------------- e y—pligibitity-for Regular- Emplovment. Temporary-employees-may-compete-for-regular

through-a-competitive reervitment-and-selection-proecess-through-the-office-of personnel-for-the-current
temporary-position-with-be-considered-as-in-house-apphicants forvacant-positions-tor which-they-apply
through-the tnternal-recruttment-process:
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%eHm}éwn%eeé-by--eaeh:-heweveg--s&mvam)ef&em'agmay—b&ahered—&peﬁwﬁ&en—agreefne-m--ve-f—-ﬁes-i{-ien
oceupants-and-approval-by-the-Personnel-Director—In-no-event-however:-shall-the-benefits-of-ujob-share
posttion-exceed-the-benetis-of any-other-full-ime - position:

2:02:400-Orientation
Adb-new-permanent-employees-shall-be-provided-with-a-copy-of this-chapter-and-insuranee-plans;-and
Metro-shall-periodicaliy-provide-thep-with-ortentation-sessions:

202405 Workers-Compensation-lnsuranee

Ay ——AH-employees-shall-be-covered-for medical-expenses-and-disability-benefits-tor
compensable-tnjuries-or-tHaessresultine-from-emploviment.

e tehy—-During-an-employee's-absence due-to-an-on-the-job-inpury-or-oecupational-thness; the
employee-may-utilize-sick-leave or vacation credits-to-augment-any-benefits-puid-by-the-Workers'
Compensatior-fd:

2:02: 11 Insurance-and-Retivement

e - Pepmanent-full-time-employees-shall-reeerve-insurance-benefits. as-provided-in-the
MMM%&MMWWMMM#&WHW%&%M
cmplovees-may-be-reguired-—Job-share positions-are-ehigible-forone-set-of - benetits which-are sphit
between the-two-emplovees-sharing-the-posttion.

by Permanent-part-time-emplovees-wheo-are-budgeted-at-5S0-FTE-or-more-only-shall-receive
msurance-benetits-on-a-provated-busisc-as-provided tn-the-budget-on the-first-day-of-the-meonth following

ey Metro-will-pay-the required-emplover-contribution-for-an-chgible-employee's-PERS
(Public-Employee-Retivement-System)-account-and-will-alse-pick-up-the-employee's-6-percent
contribution.—For-only-those-current-employees remainig-in-the-former-H-percent pluny- Metro-will- pay

2021 E5FPransfers-and-Bemeotions

iy Pransfers—A-lateral-transter 1s- the-veolumary-or-inveluntary-mevement-ob-an-employee
WWWWW&WMW&W@HMM&%M&M
of an-incumbent emplovee's-position—bLateral transfers-within-the-same-elasstfication-and-with-the-same
duties do-notrequire-a-pew-probationary-period.—Laterab- transters-within-the same-classHication-but-with

signtticanthy-different-duties-require-a-three-month-probationary-pertod—An-emplovee's salarvrate will
remain the-samefor-atH-ateral-transters:
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transferred-with-the pesition:

e 2 Nooluntary- Transter— Regular employees-muay-apply-for-a-transfer-to-a-vacant
posttion-by-apphving-throush-the-established-tnternal-reeruiiment-process-only:

e by Voluntary-Demotion—A-resular-employee-may-apphy-for-a-veluntary-demeotion-by
applying-through-the-established-internal-reeruitment-process-only-

202420~ Weork-Sehedules
g Fhe-normal-work-sehedute-shall-be-40-hours- Monday-through-Fridav:-and-the-normal
work-day-shall-be 8:00-a:m-t0-5:00-pam—Some-departments-have-work-schedules-and-howrs-which-may

vary—ln-order-to-provide-the-bestservice-to-the-publie-Department Directors-may-establish-operating

Departinent-Birector:

------------------------------ {er——Meuls-and-Breaks—Full-time-employees-shall-be-allowed-at-least-a-30-minute;- not-meore
than-an-hoursmeak-brealkSuch-meal-breaks-shall-be-scheduled-tn-the-middle-of-a-workday-as-practicable:

Adb-emplevees-are entitled-to-at-least-a-10-minute -break-period-when-working- a-contintous-tour-hour
work-pertod:

2:02:4- 25 Overtime L ompensation
- Wohe tr-overtime-is-authorized- overtime-compensation-shall-be-paid-only-to-employees
who are-notexempt-frontovertime-as-estabhished n-the-pay plan:

e - No-overtime-shal-be-paid-to-overtime-exempt- employees—time-weorked-on-a-holiday-may

e @Y B OE pEPOSES-of computing-overtime;-hours-worked-shat-inelude-only-time-actually
worked by-the-emplovee and-shall-not-include-holiday-pay; vacation-pay-siek-pav-or-other compensable

ey ompensation-for-authorized-overtime shall-be-at- the-rate-of-time-and-one-half for-time
actuatly-worked-in-excess-of the-40-hours-in-a-workweel-or-eight-hours-in-a-workday-and-may-be-paid-in
cash-if-budgeted-funds-are-available-or- i the emplovee-agrees-as-compensatory-tine-ofi-at-the-diseretion
of the Department-Director—Compensatory-time-must-be-taken-as-leave-within-six-menths-or-patd-in-cash
within-the-fiseal vear that-it-is earned—Such-payment-shall-be-at-the-employee's-rate-of pay-being-earned
at-the time-of paviment—When a non-exempt-emplovee-is-terminateds-the-emplovee shall-be-given-eash
compensation-for-the-overtime-the-employee-has-acerved-and-not-used:
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out-probaton-and-meritincrease-pertods:

2:02:430-Holidavs

H&&edwwéth—p&y&----lmwevef--.----ﬂeaﬁng--helédaysr-vc~a+m;»(-—be-ﬂ-t-i-h'-zed»by~~employees—--un-&-l—%he-y---haveﬁueee&s#ul-{-y
completed-their-initial-probationary-period:

e Lo Martie-buthes-King-He-Birthday
—eeee A 3 President's-Day
_—__,n(‘l}————Meiﬁeﬂrﬂ-{;d—y

choice; subjeet-to-schedule-approval-of the-supervisor—For-purposes-of-this-sectiona-Hoating-holiday-is
any-day-chosen-by-the-employee-and-approved-by-the-supervisor-which-would-otherwise-be-a-regular
scheduled-workday.—Thefloating holidays-are non-cumulative-from-fiscal-yeur-to-fiscal-vear-and-must-be
taken-by-the-emplovee-within-the-tisealb-year-tn-whieh-they-acerge—No-payment-tor-Hoating-hohdays
acerued-and-not-taken-shall-be-provided-for-any employee-upon-termination-ot-employment-for-any
FOASO:

e e iy stich-hobiday-falls-on-a-Sunday-the-foHowing- Meonday-shall-be-given-as-that
hohiday—tfany-sueh-holiday-fals-on-a-Saturday-the-preceding-Friday-shal-be-given-as-a-hohiday-

g e Holidays-which-oceur during vacation-or-sick-leave-shall-not-be-charged-against-such

Fhe-foHowing provisions-are-appheable-to-permanent-emplovees-onby:

ity Adbregular-and regular part-time-emplovees-shal-be-granted-annual vacation leave with
pay-

e P L pon-suecessul completion-of-thetr-tnitial-probationary-period-employees-may-be
sranted-acerved vacation-leave by-approval-of the-Department-DirectorDepartment-Director-vaeations

shath-be-approved-by-the-Chiet Operating Otheer:

@) fmaployees-shalb-not-accuwmulate more-than-230-heurs-of vaeation-leave. - H the-operating
ﬂeeé&fﬁméepaﬁmeﬁ&pmh*blwmw a-vacation-leave reguest-additional-hours-in-excess-of the-250-
hour-Hmit-may-be-acerved-or-may-be compensated-at-the-diseretion-of the-Department-Drector-and-with
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e d)——Department-Directors-shall-schedule-vacationrequests-consistent-with-the-operational
needs-of the-department—Vacation-schedules-may-be-amended-to-allow-the-department-to-meet
CmerEenRcy-SHuations:

e @ -eMPlOYVRE-Who-has-successfully-completed-histher-inttial-probationary-periods-and
terminates-for-any-reason:-shall-be-entitled-to-payment-for-acerued-unused-vacation-leave—ln-no-case-shall
payment-be-more-than-the-maximum-allowable 250-hour-acerval-limit—An-employee-whe-terminates-for
any-reason-durihg-the-nitial-probationary-period-shatb-not-be-entitled-to-any-accumulated-vacation-leave
payment:

2:02- 140 Vacation-Credit-and-Acerval-Rate
The-vacation credit-and-acernal-schedules-for-permanent-employees-are-as-folows:

Date-of-Hire-through

completion-of 3rd-vear—5:00-hours— 1 20-hours
- e g
completion-of-Tth-year—6:00-ROurs - b 44 ROWFS

Sth-year-through

completion-of-bth-vear-7-00-houts e 68 OUES
P2ty ear- OF-MIOFE L-00-hours i 9 2-hours

Permanent-part-time-employees-shatl-acerue-vacation-under-the-above-schedule-at-a-rate-proportionate-to

the time-worked-perweek:

A by Permanent-part-time-employees-shall-earn-siek-leave-with-pay-proportionate-to-the
amount-of FTE-for-the-position-in-the-budget-such-sick-leave-shall-acerue-in-an-unhimited-amount.

e G- BPlO YEES-MAY-USE-acerued-sick-leave-when-temperariby-unable-to-perform-worle-duties
by-reason-of personal-ilness,-injury;-disability; medical-or-dental-eare;-or-tHness;-infury;-or-disabtity-ofa

holidays-or-vacation-feave—Neo-payment-for-acerned siek-leave-shall-be-provided-for-any-employee-upon
termnation-of-employment-for-any-reason:

ep i ——Abuse-of-the sick-leave privilege-shall-be-cause-for diseiphnary-acton—An-employee
whe-is-unable-to-reportto-work-because-of-any-of the-reasons-set-forth-in-the-above-subsection-ol-this
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--------------------- {e)———Permanent-full-time-employees-who-use-24-hours-or-less-of sick-leave-within-one-fiseal
year pertod-and-who-are-not-at-the 250-heur-vacation-acerual-limit-shall-acerue-eight-additional-hours-of
vaeaﬂm} leave—me*d&aage tm—e&g%&%em&f—s&k%ve%h&e&é&er-ﬁ&ea% vear pertod:— Permaﬂem

250-hour-vacation aceﬂhd hmﬂ sha“ -acerue- feﬁr additional-hours- ot—vaeau(m Jeave-n- emhaﬂge for-four
hours-of sick-leave.—Permanent-employees-must-work-a-full-fiseal-year-in-order-to-be-eligible-for-this
exchange-of-acerved-hours:

e By Transferof-Leave Credits—Sick-leave-isprovided-as-a-benefit-to-each-employee-as
insurance-for-period-of ilness-—Undernormal-circumstances-benefits-are-not-transferabler-however—upon
written-request-ofa-regular-employee-to-the-Chief Operating Ofticer-the-voluntary-transfer-of sick-leave
hours-may-be-authorized-on-a-timited-carefully-monitored-basts-as-follows:

requesting-emplovee-onby:

...................................... {3)——The- wquemnwempkweem&w& Mamr&thaﬂ 40-hours-combined-acerued
stek-teave-hours-and-acerved-vacat

oA ) U pon-approval-per-+-H)-above ;- the requesting-employee-or-another-employee
he/she- has deﬂgna:eti ‘may-initiate-a-request-to-Metro-employees-for-the-transter-of-acerued-siek-leave
hours:

---------------------------- +5)——Emplovees-wanting-to-voluntarily-transter-acerued siek-leave-hours-to-the
requesting-emplovee-may-do-so-only-as-tolows:

hours pertransferring employee-for each-individual-requesting-employee-for-each-fiscal-year:

. _-____{(-}—-«—#Uﬁ(lef *}(q—e}r{,ﬂﬁ}s{ﬁﬂ&%&h&%{hﬁf&ﬁ&mr{n&efwﬂw&% stek-leave
redue siek-leave-because-of the-voluntary-transter-obsiek

leave-hours-to-another-employee:

((H N O F PR} lezwe ﬁcu"ua}s with-not-continue for reque&tmg empleye&r wlﬂle they-are

any-other m;ﬂ»w&w%ﬁ%!%%%m%wm@eﬁ%%&hev
rema-oi-patd-status:
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finance-and-management-information-departiment-accounting-division—for-implementation-and-to-the
othice-ofpersonnel:

2:02-450-bamiby-Medteat-beave

Metro-provides-family-medical-leave-of up-to-12-weeks-within-a-one-year-period-for-eligible-employees
when-a-sertous-health-condition-requires-inpatient-care-or-continuing treatiment-by-a-health-eare-provider
and-makes-the-employee-unable-to-work-andior-because-of-the-birth-of-a-child:-or-the-placement-of-a-child
for-adoption-or-foster-care-in-the-employee's-home-andiorfor-the-eare-of-famiby-members-whe-sufter
serious-health-conditions—For the purpese-of this-leave,-family-members-are-defined-as-a-serioushy-il
spouse-parent;-parent-in-laws-or-child;- or-a-sick-minor-child-requiring-home-care—At-the-employee's
diseretion;-the-Jeave shal-be-paid-from-acerved-personal-leaves-(ineluding vacation-teave-sick-leave;
compensatory-time-leave;-personal-holiday-leave),-or-be-unpaid—Except-for-limited-cireumstances—family

A B} An-employee returning-from-family-medical-leave-shall-be reinstated-with-no-greater-or

lesser-right-tn-employment-than-if the employee-has-not-taken-the-leave-

e A ful-tine-and-part-time-emplovees-wheo-have-completed-at-teast-180-calendar-days-of
employment-while-averaging-at-least-25-hours-of-worle-per-week-are-ehgible-to-request-the-leave:

k) Employees-have-the option-of using-their-acewmulated-leave-balanees-during-the-family
medical-leave—Health-and-welfare-coverage-will-continue-at-the-same-level-ot-benetits-and-contributions
for-employees-on-family-medical leave-asforotherbenefit-eligible-employees—Hemployees-tai-toreturn
from-leave.except-because-of theirown-ora-family-member's-serious-health-condition-or-another
circumstance-beyond-their-control;-Metro-can-recover-health-premivms-it-paid-during-the-leave—These
monies-may-be-recovered-from-the final-paycheck-if there-is-one-or-by-a-lawsuit

~~~~~ #)——When-the-employee-can-anticipate-that-the serious-health-situation-is-going-to-arises-the
employee-must-submit-a-written-request-to-the Department-Director-and-the-office-of-personnelatdeast-15
days-prior-to-taking-the-leave—When-the-employee-cannot-anticipate-the-sertous-health-condition-ol-the
family-member;-an-oral-request-can-be-made-to-the-Department-Director-to-be-confirmed-in-writing-to-the
Departiment-Divector-and-the-office-of personnel-within-three-workine-days:

e L G- O IRPIOVEE S WHH R FOGqUEs IS oot the-foHowing:

ey The-relationship-of-the-emplovee-to-the-person-needing-care:
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i D Other-family-members-whe-are-taking-famiby-medical-leave-and-when-they-are
taking it-or-are-otherwise avatlable-to-care-for-the family-member-

g Y- NQEFO- 1RO FRGUIFEd-to-grant-this-Jeave-of-absence-during-any-pertod-of-time-in-which
another-family-member-is-also-taking-a-famiby-medical-leave-of-absence-from-their-employer-or-is
otherwise-avatlable-to-care-for-the-family-member—If a-husband-and-wife-both-werk-for-Metro-they-ean
have-onby-t2-weeks-of combined-leave-for-bisthplacement-for-adoption-or-foster-care-m-the-employee's
home-or-caring-for-a-sick-parent-or-parent-in-taw-which-they-can-spht-between-them-—However;-both-are
entitled-to-the-ful- 2-weeks-for-their own-tHnessor caring-for-a-stck-child-or-spouse:

(hyThe employee-who-tukes-a-family-medicableave ofabsence-has-a-duty-to-make-a

prrposes.

------------------ At the conclusion-of a-family-medical-lewve-the-employee-shall-be-reinstated-to-histher
former-positon-unless-it-has-been-ehminated-due-to-materiab-changes-i-Metro's-finanetal-or-business
ctreumstanees; or-the-circumstances-have so-changed-that-the-employee-cannot-be-reinstated-to-histher
former-position;-in-which-case-the-employee-shall-be reinstated-to-an-equivalent-position-whieh-is
avatlable-and suitable. I the eireumstances-have-so-changed-that the-employee-cannot-be-reinstated-to-the
former-or-an-equivalent-positions-then-the-employee-shatl-be-reinstated-to-an-avatlable-suitable-posttion-

-------------- ek} ——Emplovees-whe-do-notreturn-by-the date-specitied-may-be-disciphned-up-to-and
etuding-dismissak:

&

pregRaney-wi }mo’cﬁ—hel ne«peﬂal }fe&

e e Lo position-of-an-employes-on-temporary-transte o preghaney-teave shatl-etthes-rematn

vaeant-during-the-leave-or-it-may-be-filled-on-a-temporary-basts-and-considered-vacant-for-reinstatement:

(u-—-»~»—~~ At employee returning-from pregnaney-leave or temporary-transter-shall-be reinstated

with-ne-gred SSef-Fig emploviment-than-t-the-emplovee-had-not-taken-the-teave-
e Y StibieetHo- these-policies;-and-upon-wrttten-request-al-pregnant-employees-of-Metro-are
chuible:
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e — (2)———Teo-initate-a-transfer;-the-emplovee-must-submit-a-written-request-to-the
Department Director and-the-office-of personnel—The-employees-written-request- must-contain-the
ollovwing

.,,ﬂ-w,u.,(_A.)N__.._’{:hegpeelﬁc.d““eﬁa,f{ec,(eé_by_thef)fegﬂancy
R e e -FoBs ORS-Wh- the-emplovee-is-unable-to-performr-her-duties-without

signtficant-risk-to-the-health-or-satety-of-the-employee-or-her-pregraney-

B Ay Acstatement-that-the-emplovee-is-physically-able-to-perform-available
weork:

mndependent-medical-opinionsat-Metro-expensewithin-three-working - davs-after recetpt-of-the-mitial
medical-opinion:

by Metro-shall-provide-a pregnaney-leave-of absenee-if-no-suttable-work-is-avatlable
tor-temporary-transfers and -t the leave-ean-be-reasonably-accommeodated:

o 2 The-period-of-teave-shall-be-the reasonable-period-of-time-during-which-the

emplovee-is-disabled trom-performing-any-available-positions—Fo-inttiate-a-leave-of absences-the
employee must-make the request-ia-writing-to-her-Department-Director-and-the-office-of personnel—The
leave request-must-include-the period-of time-for- which-the-leave-is-requested—The-leave-request-must

------------------------------------------------ (B} H the employee did-not-request-tempeorary-preghaney-transter-she-must
explain-why-she is-disabled-from-performing anv-available job-duties-known-to-her-uand

o A dOCOF S OPHAtOR COFHfICRte-cOnfirming ¢A ) o8- (13)-above:

o 3 Fhe-Department-Director-or-the-office-of personnel may-request-an-additional
mdepeadeﬁxtemﬂmn i MePrG expenserwithin-three-working-davs-atterreeeipt-ot-the-nttal-medieal
optrion:

b Emiployees-have-the option-ofusing-theiraceumulated-leave balances-during
pregnaney-teave-H-the emplovee chooses-to-utitize-aceumulated-balanees, benetits-will-be-continuedas
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control;-Metro-can-recover-health-premivms-it-paid-during-the-leave—These-monies-may-be- recovered
ﬁﬁe%&whna H»a&ehet—k—ft—&hefeweneer—by-a-»}aw%up~—It “the employee-chooses-to-take-teave-without-pay.
nonth-folowie-the-month-trwhich-the-leave-without

Pav-commenees:

e S - hping-the-course-of-the-leave;-another posttion-which-the-employee-is
ﬁmﬁwéw»pemmﬂmwm#wﬁhmmwk ing-days-ofter-the-avattable-position
to-the-employee-unless-a-physician-has-determined-that-the-employee must rematn-on-leave-for-a-fixed-or
minimum-period-of time-and-the-job-becomes-available-during that-period-of-time-or-unless-a-physician
has-determined-that-the-employee-is-disabled-from performing-any-job duties-for-an-indefinite-period-of
Hines

cireumstances;in-which-case-the-employee-will-be remnstated-to-an-avatlable equvalent-position-Hneo

equivalent-positions-are-available-the-emploveeshall-be-reinstated-to-an-avatlable-and-suitable-posttion-
el H -y tie-during-the-course-of pregnaney-leave-or-transter-the-employee-is-released
by-her-treating-physician-to-perform-the-duties-of her-regular-posttion-she-must-provide-the-written
release-to-her-Department-Director-and-the-oftice-of personnelwithin-three-working-days-of-the-release-
Metro-will-within-H0-working days-of receipt-of notice-of release; restore-the-employee-to-her-former
posttion-unless;-the-position-has-been-eliminated-due-to-changed-cireumstances-i-which-case-the

employee-will-be-reinstated-to-an-available-equivalent-position-H-no-equivalent-positions-are-avatlable;
the employee shatbbe reinstated-to-an-avatlable-and suitable posttion.

--------------- ~(ip——Employees-whe-do-not-follow-timelines-established-tr-this-policy-or- do-notreturn-by-the

Metro-provides-parental-leave ofup-to-12-weeks-for-eligible employees-whe-have become-paremts—At-the
employee's-discretionthe leave shall-be-paid-fronraccrued vacation time-or-acerued-sick-leaver-or-be
unpatd:

—tpay—-The-employee shall-be-entitled-to-take parental-leave -without-being penahized-tor-taking
leave:

e - AN e the-employvee-retusns-fronr-the deave-he-or-she-must-be-restored-to-the-tormer-or-an
equivalent-jobrwithout-loss-of sentority-service-eredits-eteH the-employee-eannot-be-reinstated-to-the
former-orequivalent job-because-the-employer's-eireumstances-have changed:-the emplovee-must-be
reinstated-to-anv-other position-that-is-avatlable-and suitable.
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—————————— —fdy———Emplovees-have-the-option-of using-their-acewmulated-leave-balances-during-pregnaney
leave—If the employee chooses-to-utilize-accumulated-balances-benefits-will- be-continued-as-long-as-the
kﬂﬂw&mﬂmed«wpmd%tacr— IHhe empkwee ehemeﬂoﬁke leave%ﬁh(mkpay ~health-and-welfare

it 4}gfb¥e

continue-as- long e the lea»e - Lommued o pa+d Statts: «HT emf)kwees f a# 16- 1e¥u m—t rom- +ea»e— -exeept
beeause-of-their-ewn-or-a-family- membef--s---sel Hous- health C()ndi{{()ﬂ of dnothel cuoum%anue beyond -thetr

from-the-final-payeheck--there-is-one-or by alawsuit— 11 Gheempk}yee Lh@%e{y to- mke%aw without-pay:
benefits-will-be-paid-through-the-last- day-of the- month-folowing the- month-in-which-the-leave-witheut

PaRyY-COMMences:

personnel-30-calendar-days-before the-occurrenee-of the-event—The-request-must-be-i-writing-and
contati-the-foHow s information:

than-30-days-from-the-date-of-the-request:
ok Dy Fhe-anticipated-date-of birth-of the-parent's-child:-or

A By The-anticipated-date-that-the-parent-wit-obtain-physical-custody-of-a-newly
adopted-child-under six-years-ofage:

e . “Fhe-dates-when-the-parent-or-H-both-parents-request-parentat-leave-the-dates

’l" "‘I"'“'

---------------- tg)—bEmplovees-whe-return-from-parental-leave-by-the-date listed-in-the written-request-on-file
will-be restored-to their-former-position-without-loss-ot seniority-or-vacation eredits.—H e ireumstanees
change so-that-the- emp’myees—{mmer—jelwm Jonger-avatlablesthatworker will be reinstated-to an

et ateRt-POSHOR-OF-a avarable-and-suitable—bmplovees-who-do-notreturn-may
be-diseiphined:

202105 Leave-ob Absence-Without-Pay
Adb-regutar-employees-may-be-granted-leave-of-absenee-without-pay-and-without-employee-benetits-for-a
pertod-not-to-exceed-six-months-provided-such-leave-can-be-scheduled without-adversely-aftecting the
operations-of-Metro—Sueh-leave-may-be-extended-in-writing -by-the Chieb Operating-Officer- onee-up-to-an
additional six-months. Requestsfor-leave-of absence-without pay-shall-be twritingshal-be-divected-to
the Department-Director-and shall- contain-reasonable-justification-for-approval—Requests-of Ho-days-or
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2.1 70-Other-Leaves-of- Absenee-With-Pay
—~—-—&H—~ ~Funeral Jcea»e-~~A+ﬁa*mmm 04 -three-days-leave-with-pay-shaltl-be-allowed-a-permanent;

eels-tnediate-famthe member:

-------------------------------------------------- B travebis-requiredi-up-to-four-additional-davs-tchargeable-to-sick-leave)may-be
alowed-upen-request-to-the employee's-Department-Pirector:

e (2)———tinder-special-cireumstances-and-upon-the-death-ot-a-person-other-than-the
emplovee's-immediate-family-member;-paid-leave-as-deseribed-in-(ar-above-to-attend-a-funeral-may-be
sranted-at-the-sole-discretion-of-a-Department-Director-at-the-request-of-the-employee:

————————————— by Withess-or-Jury- Duty-—Any-permanent-regular-status-employee-shall-be-granted-leave
with-pay-and-without-loss-of any-benefits-when-ealled-for jury-duty-or-subpoenaed-as-a-witness-subjeet-to
the-following provistons:

- - e by Fhe-employee-granted-sueh-leave-shath-pay-atb-money;-except-travel-allowanee;
recetv ed tor- hw her SEFVICE st JHFOr-of-witness-to-Metro:

~~~~~~~~~ e 2 Ao plOYEe-SeEVIRE-as-A-fUFOF- OF- withess-who-dees-pot-serve-tor-an-entire-day
mustretirn-to-work-as-otherwise seheduled:

e B Y Where an-employee is required-to-serve-as-furoror-withess-on-a-scheduled-day
off or-vacation-days-and-such-dav-cannotreasonably-be rescheduled;-he/she-may-retain-the-fee-paid-for

Ay Military-Leave— Emplovees-shall-be-pranted-mhtary-leave-and-right-to-remstatement-as
required-by-apphicable federal-or state-dav

within-the-time-period-allowed-by-applicable-law-shall-be-deemed-to-have-resigned:

Jmployees-whe-take -military-leave during-a-probationary-period-must-serve-out

%he romatder-of {«heﬂ-«pﬁ)bd{{(Hiﬂkmd%%&%dtawmﬂ%mwfegﬂmmm

P }&—H&d&&%&%@éﬁ%«)&hmeeegm%eé%eéam{eeme«w
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held-betore-the-leave was-granted:

--------------------- ek 2} Faihure-of the-employee-to-return-to-work-within-90-days-of the-termination-of-the
PRy - o Bran 243y .%

e @) Ad VRIS At VE-Leave—Administrative-leave-is-authorized-paid-leave-for-non-represented
employees-whe-werlk-in-classifieations-which-are-exempt-from-overtime-pay—A-Departiment-Director-may
be-granted-administrative-leave-in-recognition-of-histher- overtime-exempt-status-upon-approval-by-the
Chief Operating Officer—Other non-represented regutar status-emplovees-whe-werk--classiications
which-are-exempt-from-overtime-pay-may-also-be-granted-such-leave-at-the-discretion-of-their-Department
Director—Such-deave shall-not-be-cumulative from-vear-to-vear;shall-be-compensable only-in-the-form-of
leave times-and-shall-not-exeeed-40-hours-in-a-fisealb-vear—Fime not- worked-beeause-of sueh-leave-shatt

having private-discussions-with-emplovees— These discussions-may be-tn-the-form-of-asstenment;
instruction-or-any-other-job-related-communication—Any-disciphnarv-action-may-be-grieved-by-non-
represented-employees-under-the grievance procedure-established-m this chapter.

2:02:480-Disetphinary-Actions
cof @) Diseiphinary-actions shath-include-only-the-foHowine:

o f e b O W E PP FHTTARE:

................................... ”‘”2—)“"'""—Suﬁﬁeﬂﬁ‘i'0ﬁi'

—Reduetion-H-pay:

{4 Transtes

(-} Franster

FE ’ D . l ; . l
e} Fermitnation-from employviment.

e Apry-of-these-diseiplinary-actions-may-be-utthized: - [t may-not-be neeessary-in-every
awwﬂmhaﬁmwwkeﬁf»ﬂmwwh— Biserplinary-aetons-shalb-eceur-ta-a-manner-that
is-least-likely-to-embarrass-employees-before-other employees-or-the publie-although-it-is-recognized-that
this-may-net-abways-be-pessible-depending-on-the-eireumstances:

el G M @tE S-S OEVES-the-Fight-to-disciphne-or-terminate-an-employee-whenever:
e A4 The-emplovee’s-performance-ts-unsatistactorysor

i f o NMetpo-foels-disciphine-or-tepmmation-ts-appropriate-for- other-reasons-of
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diseiphinary-action—The-Hsting-of these-examples-is-for-tlustrative-purposes-and-in-no-way-hmis-Metro's
authority-and-discretion-to-discipline-or-terminate-employees-pursuant-to-paragraph-ta)-of-this-seetion:

el e A DR OB RO F-POSHHOR:
e g D Absence-frome-duty-without-leave:

g e Belowestandard-worle pertformance:

~~~~~~~~ {5} Discourteous-treatinent-of-the-public-or-other-employees;-including-but-not

----------------------------- AR} mubm dlndtﬂ-)ﬂ ~He] lH{hH"—JﬂlWﬂGH+mH:ed~-lﬂ-i e%um#ﬂr—fa&hwﬁe fi eﬂew%he

work-file-or proeedure -OF dhu}urteom behavior-toward membem oﬁ-mamgemem

(9)Miguse()fMe{fOp{-Ope}{y’funds(n.,reeo*d@

sl S loct b ditty:
(1.1 Willful-deceit
e E W HH-GOCEH:

e by Wil b violation-ofestablished-satety-policies:

~~~~~~~~~~~~~~~~~~~ A5y tnability-to-getalong-with-felow-employees.

16y Any-falsification-of- information-during-the-employment-applieation-or
employment-appointiment-process; resardless-of-when-discovered:

----- b T Lliphw - harassment-or- disesiia o
19 Sleeping badiol.
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e 2 ) Violation-of-this-chapter;- established-weork-rules;-or-other management-directives.

— {d)———Procedure for-Suspensions Reduetion-in-Pay-Transfer-Demotion-or-Termination—The
supervisor-with-review-information-gathered-with-the-office-of-personnel-prior-to-the-supepvisor-taking-any
suspension-without-pay:reduction-in-pay;-transfer,- demotion-or-termination-action—IH-a-basis-for
disetphine-exists:

diseiphinary-action:

2} A-written-notice-of contemplated-diseiplinary-action{suspension-—reduction-in
pay-transfers demotions-or-dismissab-shall-be-delivered-to-the affected-employee-in-person-or-by-matk

L13) Thewvialationdad

1) Fhe-violationts).
e ) A dlibte - time - and-place-for-the-affected-employee-to-have-an-opportunity
(G—dd(lfeﬁs—&h@ viglation(s)-at-a-pre-disciplinarv-meeting—Employees-may-at-their-expense-be-represented

by-an-attorney-or-other-person-of-thett-chotee-t-a-pre-diseiphnary-mecting:

{3} ipon-completion-of the-pre-disciplinary-meeting:-a-written-notice-of-the-actual
disciplinary-action-taken;-if-anysshall-be-delivered-to-the-affected-employee-in-person-or-by-matl-—This

notice-shall-state-the-disciphnary-action-taken-the-vielation{s);-and-the-etfeetive-date-of-the-disciphnary
action—This-notice shall-be-a-permanent-part-of the-atfected-employee's-personnel-record:

e No-fatiure-by-Metro-to-follow-any-of the-procedures-deseribed-herein-shall-be
grounds-for-invatidating-disciphinary-action—including-termination-which-is-othepwise-deserved-on-the

Step-2-of the Grievance Procedure-in-this-chapter-with-the-Bepartment-Direetor;-with-a-copy-to-the
Personnel-Divector.

2:02:1 8§~I:~ay9{4

ey theTe-i8-a-reorganizations-changes-in-the-erganizations-laek-of-work-or-lack-of-funds-or
e-ther----}-e&son‘ rot-reflecting diseredit-on-employees; the-Chief- Operating- Officer-may-lay-off-employees:
When-layeffs-oceur; temporary-emplovees-in-aftected-elasses-shall-be-terminated-first-with-or-without
prior-noticerthen-employees-ti-their-inttial-probationary-period-in-atfected-elasses-shall-be-terminated;
with-or-without-prior-netice;-and-finalby-regular employees-in-affected-classes-not-in-their-initial-probation
shall be-given-a-minimuwm of two-weeks-written-notice-of-their-lavoft-from-Metro-employment:
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employee-by-mail-and-the-letter-is-returned;-the-employee's-name-will-be-removed-from-the-Jayott-hist:

o) When-an-employee-on-the layoff list rejects-an-offered-appointment-to-a-vacant-position
in-the-same-classification-from-which-they-were-laid-otf-the-employee's-name-with-be-removed-from-the
tayotf-hist:

2:02:-190--Resignation
Any-employee-may-resign-from-Metro-by-presenting-an-oral-or-written-resighation-to-the-superviser;
manager-or-Department-Director—Ad-oral-resighation-shatl-be-confirmed-in-writing-by-the-supervisor-to
the-resigning-employee—Toresign-in-good standing an-employee must-give-a-minimum-of-tvo-weeks
notice-of resienationunless-because-of extenunating-circumstances-the-supervisor-manager-oF
Department-Director-agrees-to-permit-a-shorter period-of-notice-—The-resignation-shall-provide-an

e%%e&m.—“}eﬁemmﬁe%mﬂimﬁﬁt&me 9{4 e m}—reewd— (MFH ﬂé&’v’-id u:al s empk YRRtV uh—Me%m.

by Neo-information-that reHlects-eriticatly-upon-an-employee-shall-be-placed-in-an-employee's
personnelrecord-without-giving a-copy-to-the cmployee-

e A cess-to-the-personnebfile-shal-be-Himited-to-the-employee-management-statf-and-the
statf-of-the-office-of personnel—Managementstaff-must-have-job-related-reasons-to-have-access-to-fob-
related-information-in-an-employee's-file-uponrequest-to-the-Personnel-Director—Employees-may review
their-personnel-files-in-the-office-of- personnel-during regular-business-hours—Employees-may-authorize-in

extent-provided-by-the-Oregon Publie-Records-Faw:

2:02:200-Grievance Procedure
His-the-pohiev-of-Metro-to-provide-for-an-orderhy-process-whereby-non-represented-permanentemployees

may have- (heﬂ dhsath#ad&em emmdered }anlv amhap)d - wuh«)ut feal of wpmal bwi y-eftort-should

e { e | Y P ‘ -is-detined-as-a-wrttten-expresston-of-atr-aeged-violatton-of-this
chapterot-theLode %ubmmeeHwﬂHmﬁkweeM Hor-the-purpose-of obtating adjustment:

~~~~~~~~~~ -tby——Procedure
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atfected-or-atlects the employee:

e A By The-specitie-provision(s-of this-chupter-beheved-to-have-been-violated

e Y Phe-date-of-the-circumstances-giving rise-to-the-grievance-and-the-date-of
rst-knowledge-of these-cireumstancesif-later:

the-employee's

&
~~~~~ DT he-rermedy-sought-by-the-employee-te-resolve-the-grievanee:
e 2 Fhe-employee-must-present-the-written-grievance-to-histher-supervisor-within-+5

€“i|i3H ~1,"- d,‘., I3 E)f%h a-pccHirence ef {“hff E‘iﬁ“:‘mﬁ‘aﬂf‘ 2 b‘ix."ﬂg l'l‘i O mgﬂ.elulﬂ Ce-OF {h > empmf'iml g ‘IF st

o 3y Fhe-Department-Director-and-the-employee will attempt-to-resolve the-grievance
within-five calendar days-from-the-date-of submission-of-the-written-srievanee-to-the-Department
Director—H-the-grievanee lﬁmmmm»@l%d aae}—thﬂw&wlenddf ~day -pertod;-the-employee-may
submititwithi-another-Hve-calendar hiet-Operating-Ottieer:

— gty Phe-Chief Operating-Offieer-will-review-and-investigate-the-grievanee;-as
HECeSSREY: Ihe Chief- Operating-Otficer-will- respond-to-the-grievant-within-15-calendar-days-from-the
date-the-griovaneo-was-submitted-to-the-Chief- Operating-Officer—Fhe-decision-of the-Chiet-Operating
Officer-shall-be-final-and-binding.

e oAby oF-al-time Himits-specified-in-these rules may-be - waived-by-mutual-consent-ofall
parties:—Likewiseany-step-tn-the-procedure may-be-waitved-by-mutual-consent-of-al-parties—Mutual

2:02:205-Service Awards
The-Chief Operating Officer shall-provide a-service-award-program-tor-permanent-Metro-employees:

P duication-and-Development—Adb-regutar- full-time-employees- upon-suceesstul
completion-of-the six-month-probationary-period; are-encourased-to-pursue-educational-opportunities-or
development-programs-which-are direethy-related-to-the-emplovee's-work-and-whieh-will-enhanee-the
employee's-tob-related-skitt-levek:

) A-faH-time-employee-who-registers-for-courses-which-are-fudged-to-be-ot-direct
and-significant-benelit-to-Metro-mav-receive some-reimbursement-for expenses-tenrred-by the employee
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e By The-counrse-is-taken-on-the-employee's-own-time:

nt-Director's-discretion

and-is-subject-to-departmental-budeetary-limitations-and-priorities:

class-ts-graded-on-a-"Rass-Fail-basis—Metro-will-make-retmbursement-within-30-days-after-proof-of
satistactory-completion ot the-course.

o (B The-emiployee-is-not-recetving reimbursement-for-tuttion-from-other

tuttton-rate-for-a-three-hourgraduate leveb course-at-Portland State-Haiversity.

i e e dotab-tuiton-retmbursement-to-an-employee-shall-not-exceed-$1:000

i Dy Hew-o Ftutttion-re Hnbursement;-the-Department-Director-may-approve-time-off
with-pay-se-ap-employee may-attend-courses-or- development-programs-which-are-direethy-related-to-the
employees-current-position-and-with-rosul-tr-improved-job-pertormance-or-skills:

------------------------------------------------------ {3 ) Nopmathy-the cost of-textbooks-and-technical-publications required-for-sueh
courses-or-development-programs-shal-be the responsibility-of-the-employee—However—the-Departiment
Birectormay-elect to-retmburse-the emplovee for-textbooks-and-publications-for such-courses. Hihe

i : ................ &= ) S F) »
ormay-obtain-and-mplement-traming-and development programsto-be conducted-by-personts) other-than
Metro-emplovees.

-------------------------- el - P epustment-bireetor-may-temporary-change-ar-employees-work
asstgnment-for-a-pertod-not-to-exeeed-90-work-dayswithoeut-posting.-so-that-such-employee-can
participate-ti-tramning-and-development-provided:

e B pi-oRployee-is-required-to-partictpate-tn-any-training-and-development
progrant-tshatb-be-constdered-time-worked-tor-pay-purposes—At-tuiton-texts - tratning-materials,-and
other-expenses-incidentto-such-required-participation-shall-be-assumed-by-the department.
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—AMW%W%W&M}%%%%%&WW%WM

te-x{buoks»--mr}d--pubheaﬁ«msv-- H)r sueh-courses. ~»{-}1}e~~e}ﬂp1()yee"—lS—+‘€1—n}bu-TSeé:---{-e*-&-l:)é)t’rk-ﬁ and-pubhications
shall-be-the property-of-Metro-and-shall-be returned-to-the-Department-Director-upon-completion-of-the
tratrng-or-development-progrant.

..................................................... (‘4‘)F\“le“()ﬂhd“H()l”\‘@l“pl(‘)}@@‘v -of-avat 1.-&{9[@...{{:a.ini.{:}g.ﬂ{.id...de\;e h.).p‘:}:}e1:}.‘...{:)}:(._;%{:;:}1 0’
provided-by-Metro:

2.02.2+5 ## Drug and Alcohol Policy

(a) Purpose

The purpose of the Drug and Alcohol Policy is to assist Metro in providing and maintaining a
safe, healthy, and productive work environment for employees. The Metro Drug and Alcohol Policy is
applicable to all Metro employees. This policy authorizes drug and alcohol testing if there is reasonable
suspicion of drug or alcohol impairment, as well as return-to-duty and follow-up testing. Drug testing
shall be conducted in accordance with procedures established and administered by the-Personnel Human
Resources Director.

(b) Employee Conduct

(1) All employees are prohibited from engaging in the unlawful possession,
dispensation, distribution, manufacture or use of alcohol or any controlled substance at any time while on
duty, or in a Metro owned or operated vehicle(s).

(2) It is the responsibility of any employee with a substance abuse problem to seek
assistance, including any resources which may be required from Metro or Metro’s employee assistance
program, before drug and alcohol problems adversely affect the ability to perform his or her job or lead to
violations of this policy.

(3) All employees shall report to work in an appropriate mental and physical
condition to work safely and effectively. No employee shall report to work or engage in work while
under the influence of alcohol, or having the presence of illegal drugs, or any other disabling or controlled
substance in his or her system.

(4) Any employee who observes or has knowledge of another employee on duty in
violation of this policy, and in a condition which poses a hazard to the safety or welfare of others, shall
report the information to his or her immediate supervisor, the employee’s supervisor, or the-Personnel
Human Resources Director.

(5) This policy is not violated when an employee possesses and uses a physician-
prescribed medication in accordance with the prescription.

(c) Drug and Alcohol Testing

Metro may require a current employee to undergo drug and alcohol testing if there is reasonable
suspicion that the employee is under the influence of drugs or alcohol during work hours. “Reasonable
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suspicion” means an articulable belief based on specific facts and reasonable inferences drawn from those
facts that an employee is under the influence of drugs or alcohol. Testing shall be conducted pursuant to
standards and procedures administered by the-Personnel Human Resources Director.

(d) Definitions
For the purposes of this policy:
(1) An employee has a controlled substance “in his or her system” when the
employee tests “positive” in any blood or urine test administered if the result of such test meets or

exceeds the level set forth in 49 CFR Part 40.

(2) An employee is “under the influence” of alcohol when the employee has an
alcohol test with the result showing an alcohol concentration level of 0.02 or greater.

3) The term “controlled substance” means marijuana, cocaine, opiates,
amphetamines, and phencyclidine (PCP), as specified in Schedule 1 or Schedule II of the Controlled
Substances Act (21 USC § 812).

(e) Drug Related Convictions

As required by the Drug Free Workplace Act of 1998, Metro employees shall notify Metro of any
criminal drug statute conviction for a violation occurring in the workplace no later than 5 days after such
conviction.

() Refusal to Consent; Employees

An employee who refuses to consent to drug and alcohol testing when reasonable suspicion of
drug or alcohol use has been identified is subject to disciplinary action up to and including termination.
The reasons for the refusal shall be considered in determining the appropriate disciplinary action.

(g) Program Administration
The Drug and Alcohol Policy and program are administered by the-Persennel Human Resources
Director.

2.02.220 ## Smoking Policy
Smoking (cigarettes, pipes and cigars) is prohibited inside all Metro facilities. Notwithstanding the
provisions of this section, smoking is prohibited in any public meeting as defined in ORS 192.710.

Attendance-at-conferences—conventions-or-other-meetings-at-Metro's-expense-shat-be-auwthorized-by-the
Chief Operating-Officer—Authorization-shall-be-granted-en-the-basis-of-an-employee's-participation-in-or
the-direct-relation-of histher-work-to-the subject-matter-of the-meeting—Members-of-professional-soeieties
may-be-permitted-to-attend-meetings-of their society-when-such-attendance-is-considered-to-be-in-the-best
interest-of Metro—Metro-shatlh-pay-for-professional-or-trade-memberships-for-employees-when-deemed
appropriate-by-the-Chief-Operating-Officer-or-histher-designee-hmited;-however—to-the-avatlability-of
budgeted-funds.

2.02.236 ## Employee Organizations and Representation
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organizations of their own choosing for the purpose of representation and collective bargaining on matters
relating to wages, hours and working conditions in accordance with the Oregon Revised Statutes and
Regulations of the State Employment Relations Board.

(b) Pay plans for represented employees are developed through collective bargaining and are
subject to ratification by the Council.

2.02.235 ## Political Activity |
(a) Nothing contained within this chapter shall affect the right of the employee to hold
membership in and to support a political party, to vote as they choose, to privately express their opinions
on all political subjects and candidates, to maintain political neutrality and to attend political meetings.
An employee must exercise all due caution in such activities to prevent public misunderstanding of such |
actions as representing Metro, or to bring discredit to Metro, the Council, or his/her supervisor.

(a) Employees of Metro have the right to form, join and participate in the activities of labor |
|
|
|

(b) No official, employee or any other person shall attempt to coerce, command or require
any Metro employee to influence or give money, service or other thing of value to aid or promote any
political committee or to aid or promote the nomination or election of any person to public office.

(c) No public employee shall solicit any money, influence, service or other thing of value or
otherwise promote or oppose any political committee or promote or oppose the nomination or election of
a candidate, the gathering of signatures on an initiative, referendum or recall petition, the adoption of a
measure or the recall of a public office-holder while on the job during working hours. However, nothing
in this section is intended to restrict the right of a public employee to express personal political views.
(ORS 260.432)

2.02.240 Ethical Requirements for Employees, Officers, Elected and Appointed Officials |
(a) The purpose of this section is to establish a Code of Ethics for Metro public officials

which is consistent with current public policy established by the Oregon Legislative Assembly. Failure to

comply with the provisions of this Code shall be grounds for disciplinary action for employees of Metro.

(b) "Public official" means any employee, officer, elected official or appointed member of a
board, commission or committee of Metro.

(c) All public officials of Metro shall strictly comply with the following requirements:

(1) No public official shall use official position or office to obtain financial gain for
the public official, other than official salary, honoraria or reimbursement of expenses, or for any member
of the household of the public official, or for any business with which the public official is associated.

2) No public official or candidate for office or a member of the household of the
public official or candidate shall solicit or receive, whether directly or indirectly, during any calendar |
year, any gift or gifts with an aggregate value in excess of $100 from any single source who could

reasonably be known to have a legislative or administrative interest in any governmental agency in which

the official has or the candidate if elected would have any official position or over which the official

exercises or the candidate, if elected, would exercise any authority.

(3) No public official shall solicit or receive, either directly or indirectly, and no
person shall offer or give to any public official any pledge or promise of future employment, based on
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any understanding that such public official's vote, official action or judgment would be influenced
thereby.

4) No public official shall further the personal gain of the public official through the
use of confidential information gained in the course of or by reason of the official position or activities of
the public official in any way.

(5) No person shall offer during any calendar year any gifts with an aggregate value
in excess of $100 to any public official or candidate therefor or a member of the household of the public
official or candidate if the person has a legislative or administrative interest in a governmental agency in
which the official has or the candidate if elected would have any official position or over which the
official exercises or the candidate if elected would exercise any authority.

(d) The Auditor and every member of the Council of Metro shall be required to comply with
the reporting requirements established by ORS 244.060, including the filing of a Statement of Economic
Interest on an annual basis as required by state law. A copy of the Statement of Economic Interest shall be
filed with the Council Clerk at the time of filing with the appropriate state agency.

(e) The Chief Operating Officer, the Metro Attorney, the Chief Financial Officer, and all
members of the Metropolitan Exposition-Recreation Commission and all Department Directors shall file
annually with the Council Clerk a Statement of Economic Interest which is substantially consistent with
that required by ORS 244.060.

(H Public officials shall comply with the following requirements regarding the declaration of
potential conflicts of interest and recording the notice of a potential conflict:

(1) If the public official is an elected public official or an appointed public official
serving on a board or commission, announce publicly the nature of the potential conflict prior to taking
any action thereon in the capacity of a public official.

(2) If the public official is any other appointed official subject to this chapter, notify
in writing the person who appointed the public official to office of the nature of the potential conflict, and
request that the appointing authority dispose of the matter giving rise to the potential conflict. Upon
receipt of the request, the appointing authority shall designate within a reasonable time an alternate to
dispose of the matter, or shall direct the official to dispose of the matter in a manner specified by the
appointing authority.

(3) Nothing in subsection (1) of this section requires any public official to announce
a potential conflict of interest more than once on the occasion which the matter out of which the potential
conflict arises is discussed or debated.

4) Nothing in this section authorizes a public official to vote if the official is
otherwise prohibited from doing so.

(5) When a public official gives notice of a potential conflict of interest, the potential
conflict shall be recorded in the official records of the public body.

(Ordinance No. 89-305A, Sec. 3. Amended by Ordinance No. 94-523B; Ordinance No. 02-965A, Sec. 1.)

202245 Zoo Visttor-Serviees-kmplovees
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wmfk,—-'ané—meawilabﬂi%y—-»o%’-—ﬁtnds-;{—){he*;see&%.(m&-ef—%his—ehaw--aﬁp»}y---f@w&ﬁitor—ﬁewiees employees:
however—in-the-event-of a-conflict-between-this-section-and-other-sections-of this-chapter-this-section
shall-govern:

e Do HIORS

(H —f e vmtm services-worker-elassification-is-divided-into-two-definitions-and
55 sh onstried-as-any-guarantee-of-hovrs-worked-per-day-or-per

{A)——Seasonal-Visitor-Services-Worker-employee:—Employees-who-are
employed-on-a-seasonal-basis—They-will-be-scheduled regularly-during-the-peak-seasons-and-scheduled-as

services-employees serving-their-initial-probationary-period-may-be-disciphned-or-terminated-without
cause-with-or-without-prior-notice—However-nothing-in-this-paragraph-shall-be-construed-as-implying-or
requiring-that-cause must-exist-for-the-diseipline-or-termination-of-a-seasonal status-employee-who-has

completed-the-titial-probationary-pertod:

e B - R @ gttt - VisHOF-Services-Weorker- employee—Employees-who-are
empleyeekm & yeal-mtmd basis-in-the-visitor-services-division-of the Oregon-Zoo-and-regularly-seheduled
to-work-20-or-more-hours-each-weeks-as-provided-by-the-current-adopted-budgeet:

e £l "Pirector-means-director-of the-Oregon-£oo:

Habor-Pay)

e ) Reeruitment-and-Appeintment-for Seasonal-Visitor-Services-Worker-Employees

e { by Ip-house-reeruitment-to-fill seasonal-visttor-services-vacaneies-is-pot-required-and

g 2 Reeeruttment-to-fill-vacaneies-shall-inelude-appropriate-forms-ot-announcements
to-attract-qualified-applicants-and-to-comply-with-Affirmative-Action-geoals:

e 3 A-the-beginning-of-each-season-a-generah recruitment-will-be-tntttated—The
recruttment-witlremain-open-until-the beginning-of the folowing-season—A-list- o qualitied-apphieants
will-be-developed by the-visitor services-manager-purstant-to-thesevisitorserviees-worker-rutes—from
which-visitor-services-workers-will-be-appeointed—Apphicants-will be-appointed-trom-this-Hst-on-an
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e ) Eployees-who-Jeave-in-good-standing-may-—within-one-year-of-terminations-be
reinstated-without-voing-throush-a-recrutment-proeess:

e f ) I -hOUSE-FECFRIMERts-to-Till-regular-visitor-services-worker-vacaneies-are-open

only-to-current-seasonal-visitor serviees-worker-employees-whieh-will-be-the-first-means-used-—1H-no-one
apphies-then-the-position-may-be-filled-with-a-eutrent-seasonal-employee-who-shall-be-appointed-by-the
VISHOF-SEEVICeSanager:

B e 2}———In-house-recruitments-to-fitb vacanecies-as-desertbed-in-(H-abovershall-inelude
posting-of such-vacancies-for-at-least-five-calendar days-within-the-visitor serviees-division:

employees-will-be-eligible-to-compete-for-in-house reeruitments-of-a-regular-non-visitor-services-worker
position—if they-have-worked 40-hours-perweek-for-three consecutive months-and-were-hived-through-a
competitive process-for-or-had-been-reinstated-to-the-position-they-currently-hold:

171

by Benefits reguired-by-law-such-as-Werkers - Compensation-and-Seeial-Seeurity
MMMWVWW%WLWMHW&N&
recetve-aiy-other-benebis:

e 2y Seasonal-visitor-services-worker- employees-witl-not-be-paid-for-hohdays-net
worked— Destgnated-holidays-shallb-be-considered-as-normab-workdays:

week:

et} Performanece Evaluation—Performance-evaluations-will-be-performed-at-least-onee-during
the inttial 30-workday probatonary-pertod:

ey Nothing-contained-n-this-seetion-precludes-the-visttor-services-manager-or-£00

Director-fron-establishing-work-rules-not-inconsistent-with-this-section-for-efficient-operations-and

admintstration-of-the-job-site-or-prectudes-the-manager-from-having-private-discusstons-with employees:

These-discussions-may-be-in-the-form-of assignment-instruetion—or-any-other-job-related-communieation:

S (2)——Ilt-is-appropriate-though-not-abways-neeessary-in-every-cireumstance-that
disciphinary-actions-be-taken-progressively—Diseiphinary-actions-will-take-into-consideration-the-degree;
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Py

——————————————————————————————— (3)——The following-are-some-examples-tbut-not-alh-of the-types-of-conduct-which-will
result-in-disciphinary-action—The-listing-of these-examples-is-for tHustrative purposes:

_(B,)[/\bsenceﬁ()rnd&{y\v”lﬂ)u{l@a\,e
------------------------------------------------------- — Y Abuse-of-leave-privileges:

e { )y Belowe-standard-work-performance:

.m..,.__.___..A,_.__...........___(_H.) ................... L}“}Sﬂ‘b(}ffhﬁ&t‘i@fk

(1) Neaoleet-of-dutw
{4 Neglect-ol-gut
() Willful-deceit
5} Y-HtH-aecett:

--------------------------------------------------- el Any-conviction by-a-court-of- law-which-demonstrates-an-impatred-ability

Personnel-Director; including a-review-of any-response-or-explanation-by-the-employee—I-the-dismissal
action-is-appropriate-the-visitor services-manager-will-seek-authorization-from-the-Zoo-Director-to
proceed-with-the dismissal—The-employeeshall-be-notified-in-writing-of the-dismissal-action—The-notice
will-become-a-permanent-part-of-the-employee's-personnel-file—PayroH-shall-be-notified-to-prepare-the
final-cheel:

shatl-be-established-by-the-visttor services-manager-and-shall-be-subjeet-to-in-house-reeruitment
established-in-(Ht1-3-above upon-determination-that-an-employee-has-acquired-or-possesses-the
knowledgeskith-and-abthity required-tor the-posttion:

B (k)——Wage Rates
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e A D) The-step-range-for-each-employee shall-be-established-on-the-basis-of-individual
qwkﬂ&*hemand V\—Gfk &wwnmem—— H—w1lH}&#&e—geﬂemH)raeueewﬁppm% Rew-visHor-services-worker
ot b*eep%appﬂweé-b\r%e

PEEVIOUS- emﬁloyeeq TR ployed—a% the- A)«Hﬁ S bf.equen% SEASORS:

o 3y Eligib ity for-a-wage-increase-shall-be-at-the-diseretion-of the-visitor-services
manager-and-after suceessful-completion-of-the-initial-probationary-period:

e A 4 Section-2:02:-160-of the-Metro-Code(Satary-Administration-Guidelines)-shall-not

gi¥e§Hime«iepeﬁdﬂmeﬂ--wea{h%ﬁmdﬂmmrsﬁehemp}eyeewnaybe-fel-ieved—-(’rem-d{;typfim--m---lhe—eid
of-a-scheduled-workday or- may be directed-to-not report-for-duty-on-a-schedwled-workday—The-Director
or-his’her-designee-shall-establish-appropriate-procedures-for-regulating reporting during-inclement

--------------------------------------------- {2)—Weork-schedules-will-be-posted:-and-will-be-subject-to-subsection-t-1)-aboveNo
employee-will-be-called-to-work-for-less-than-three-hours-in-one-day-

(m) R?ﬁt ﬂﬂd .348'” l!e”' Bd

e Acrest-period-o - H0-minutes-with-pay-will-be-provided-during-each-work-period-of
four-hours:

A-volunteer-is-an-individual-serving-in-a-non-paid-voluntary-status—Volunteers-are-not-considered
employees-of Metro-and-are-not-subject-to-the-provisions-of-this-chapter-except-as-otherwise-provided-by

2:02:255-Acknowledgment-of Receipt-of Personnel-Polietes
All-permanent-employees-shall-be-given-a-copy-of this-chapter of the-Code-and-shall-acknowledge-receipt
by-signing-the following statement:

“Facknowledge-that---have-received-a-copy-of the-Metro-Code Chapter-2-02-which-outhines-nry
working-conditions;-privileges-and-obligations-as-an-employee- This-chapter constitutes-the-general
policies-of- Metro-and-may-be-supplemented-by-more-speeific-polictes—Further--understand-that-this
chapter-is-necessariby-subject-to-change—l-understand-that-no-contract-of employment-can-be-created;-nor
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Date aetal-S
it T T

2.02.300--Personnel-Rules-for-Represented-Employees
Seetions-2:02:300-10-2:02-499-of this-Metro-Code shall-be-known-as-and-may-be-cited-as-the-"Metro

Personnel-Rules-for Represented-Employees'—As-used-in-Sections-2:02:300-t0-2:02:.499 - referencesto
- Al JAPN 0V AT o ey ~ gkt Y Y v pesr o 4 ocagh

A )T o-provide-and-maintain-a-system-of-personnel-administration-for-all-represented
employees-in-which-the-appointment-and-retention-of persens-in-Metro-employment-shall-be-uchieved-on
the-basis-of promoting-the-public-welfare-and-tmplementing-Metro's-responsibilities:

------------ £ Fo-establish-and-maintain-a-position-classification-plan-which-shall-group-all-pesitions
ons -based-upon-thetr-duties-und-responsitbilities:

~~~~~~~~~~~ {ey—TFo-provide-for-a-compensation-plan-which-shall-inelude-for-each-classificationa
minimum-and/or-maximum-salary-rate-and-such-intermediate-salary-rates-as-the-Couneil-considers
necessarv-ghd-equitables

7

~~~~~~~~~~~~~~~~~~~~~~~~~~ () The provisions-in-this-chapter- do-not-constitute-a-contract-of employment—Meoreover-in
order-to-meet-future-challenges; the Couneil-retains-the-flexibility-to-change, substitute-and-discontinue
the-policies-and-benefits-deseribed-herein—No-person-shall-be-deemed-to-have-a-vested-interest-ins-of
legitimate-expectation-of;-continued-employment-with-Metro-or-any-policy-or-benefit-deseribed-herein-or
otherwise-generally-followed-by-Metro—No-contract-of employment-can-be-ereated;-nor-can-an
employee's-status-be-modified; by-any-oral-orwritten-agreement;-or-course-of-conduet;-exeept-by-a-written
agreementsigned-by-the-Chief Operating-Officer-and-the-employee—and-subject-to-the-approval-by-the

Metro-Couneth:

g gy Nothing-contained-in-this-section-or-elsewhere-in-the-chapter-shall-be-construed-as-any
suarantee-of- hours-worked-per-day-or-per-week:
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applicants-for-initial-appointment-to-a-position-and-except-as-addressed-in-this-chapter—IH-a-conflictexists
between-this-chapter-and-the-terms-of a-valid-colective bargaining-agreement-the-coHeetive-bargaining
agreement-shatl-govern:

------------------------------- {)——Where-a-colective-bargaining-agreement-contains-any-type-of-grievance-resolution
procedure-that-procedures-including-any-procedural-and/or-substantive-limitations-placed-upon-it-by-the
collective-bargaining-agreement;-shall-be-the sole-and-exclusive remedy-for-employees-in-that-bargaming
ereees

2:02.3 H-Administration-of-the Rules
The Chiet Operating-Otficershall-be vesponsible-tor:

2:02:315-Amendment

Administrative-amendments-which-deal-solely-with-correcting grammatical-or-typographical-errors;-or
correcting-position-titles-to-refleet-properly-processed-reclassification-and-title-changes—or-correcting
departmental-name-changes-to-accurately-reflect-current-organizational-structure-may-be-approved-by-the
Chief-Operating-Officer—Al-propesed-amendments-to-this-chapter-andior-benefit-changes-will-be
required-to-be-adopted-by-the Couneil—Copies-of propesed-amendments-shall-be-given-to-unionts)
representative-at-least-30-davs-prior-to-the-Couneibmeeting--which-they-are-to-be-constdered:

2:02:320-Separabilbity
H any-section-subsection-sentence-clause-or phrase-of this-chapter-is-forany-reason-held-to-be-invalid-by
a-court-of competentjurisdiction; such-decision-shall-notaffect-the-vahidity-of-the-remaining-portions-of

—f )" Chief Operating-Otficer-means-the-person-holding the-position-ot- Chief-Operating
Officer-established-by-Section-2:20.010-of the-Metro Code-

ey QuneH - means- the-elected-voverning-body-of-Metreo:
ef &y Department’-means-a-major-functional-unit-of Metro-as-destenated-by-the-Chief

: o Officer

i {(d)y——"Department-Director-means-a-person-designated-by-the Chiet Operating-Otficer-to-be
responsible-for-the-administration of a-departmentor-histher destenee:
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e L "Employeemeans-an-individual-whe-is-salaried-or-whe-receives-wages-for-employment
with-Metro-

e P U s €al-year - means-a-1 2-month-period-beginning-July--and-ending-June-30-

g Yo

aﬁdww%eh49«pr(«w-ided—f‘eHn--%he-adeﬁ{eed---budge&

e b N op-exempt-position-means-a-position-that is-eligible-for- overtime-compensation:

or-other-expectation-of- continued-cmployment:

ek )" Permuanent-position'-means-a-budgeted-position-which-is-net-temporary-or-seasonak:
Hewever-the-term-permanent-does-not-conlor-any-form-of tepure-or-other-expeectation-of-continued
employment:

k@) Personnel-action'-means-the written-record-of any-action-taken-aftecting-the-employee-or

the-status-ot-hischer-emploviment:

-------------------- ~H{py—-""Personnel-Director-means-the-employee-appointed-by-the-Chief-Operating-Officer-to
administer-the-provisions-of this-chapterregardless-ofwhether-the-persen-is-also-a-Department-Director:

promoted.—Suecesstul-completion-of-any-probationary-period-is-for-Metro's-internal-sereening-process
only-and-does-not-confer-anyv-form-of tenure-or-other-expectation-of-continued-employment:

(s)——""Reelassifi “relassification-of-a-postion-by-ratsing-t-to-a-class

with-a-higher-rate-of-pay: redueme H-to-a- dass with-a-lowerfate-of pay;-or-changing-i-te-another-elass-at
the-same-rate-of pay: based-upen-the-duties-currenthy-assigned-to-an-existing-posttion-or-to-be-asstgned-for
a-vacant-position.I-the-position-is-filled; the-ineumbent-employee-is-reelassified-along-with-the-position-

e ) Reegular-employee-means-an-employee-whe-has-suecesstulby-completed-the-required
wnitial- probationary-pertod-occupying-a-permanent-position:
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U Statas e lers-to-the-standing of an-employee:

e S U O FEHAREHOR - RO EHAS aptoyimentaith-Metror-whether-or-not-tor-cause:
2:02:330-Positon-Classification-Plan
~~~~~~~~~~~~~~~~~ )T he-purpose-of-the- da%ea&ewp%an is- +6- pmwde an- mvemm y -of- %peemeauen% tor-each

elasstfieation—7Ihe-plan-shal-be-developed-and-me aly-stntas-with

respect-ta-dutiess responstbihitiesauthority-and quald Hﬁm(»m are-cluded-within-the same classr-and-so
that-the-same-range-of eompensation-witbapply. Bach-permanent-position shall-be-allocated-to-an
appropriate-classiication-on-the basis-of-the duties-and-responsibilities ot the-position.

e o Fhe-Chiet Operating- Officer or-histher designee shal-estabhish-admumstrative procedures
to-implement-the-classification-and-payv-plansFhe-Chief Operating-Otheer may make administrative
changes-to-classtfication-spectlications. title-and-elasstfication-numbers.

2:02:335-New-Posttons
Any-pew-positions-added-to-the-budget-require-C ounet-approval:

2:02:340--New-Classtteations
Amv-new-classthication-added-to-the-classtfication-plan-requires-Counctl-approvak:

202345 Reclassification-of Existing-Positions
Reclasstfieation ol an-existing-position-from one existing classthcation-to-anothep-existing classification

ratification-by-the Couneil The Chiet Operating Otficer Persormel-Director-and-labor-relations-officer
witbmeetwith-destonated-Councilors-prior to the expiration date of collective-bargaining contracts-to
diseuss-fiscal-direction-regarding pav-and-benefits-for-negotiations-with-the-untons:

2:02:355--Salary-Adminstration
e L pOR-iRtHal-appointment-to-a-position-each-employee-should-receive-a-salary-at-or-5

pereent-above the-beginning salavy rate-of the salary range-tor-the-class-to-whiech-the-position-is-aHloecated:

appottments-above-that-level-betng-the-exception-for-outstanding-quahifications-and-experience—and
sitbject-to-departmental-personal services-budget resourees-and-approval-of -the hirtng-Department
Pirector-with-concurrent-notification-to-the Chief Operating Ofticer:
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e &) Ac-reelassitied-employee-shall-not-serve-a-probationary-period—An-employee-reclassified
wmﬂ%ﬂ%mm«m%ammm&wawm%ew&m ‘Hierease-after
eeﬂﬂp}eWMMkaﬂMh&ﬂeMﬁqﬂﬁcat ion—the emplovee's-anniversary date shall-refleet-the

- W e -ai-employee-is-reclassified to-a-position-tn-a-classification-with-a-lower- maximum
%alaw rate-—~-the emp&evee%alaw-w{eshaﬁ-fm be leducedﬂff—leng ﬂ'-—(he emplo‘vee s-current-salary-rate-is
i ¢ v atary-ranges-the-employee's
m%ﬁwhﬂ#mmaﬂmm&%wﬁe&ﬂ%&m&m%&dw%ﬂmm - fh&payﬁkm -bring-the
employee's-rate-within-the-new-classitfieation range—At-that-time—the-employee-will-become-ehigible-for

2:360--Payv-Policies
et pPermanent-employvees-shall-be-paid-according to-the-pay-plan-adopted-by-the-Counctl-and

e AP o Epaployees-shalh-be-patd-twice-meonthly:

{e)—tir-the-event-the-normat-payday-talls-on-a-holiday-payday-shall-oecur-the-workday-before
&hehehday——mla&ﬁerma%«payéa y-falls-on-a-Saturday-or-a-Sunday: paydayv-shall-be-the-prior-briday<

g dy———Payrol-procedures-shall-be-established-and-implemented-by-the-finance-and-management
nformation-departiment-aceounting division:

) Charitable-solicitations-of - Metro-employees-while-on-the job-during-working
hours shall-be-conducted-in-compliance with-this-seetion—No-othersoliettations-of-Metro-employees

------------------------------------------ 42y Fhe-Chiel Operating- Offieerwith-consultation-of Mewro-employees-shall-by
exeumve«afder e%ab%wh—mles—aﬂépmeedmes to- unplemem this-section-theluding procedures-for
H-deduetions—Fhe-procedures-shal
&peertv—&haﬁ”&emﬁatmﬁﬁhau—beﬁmde»duﬁne d—xmele—campmm pertod-fasting no-donger-than-30-davs
M&WWWM&%WMWMM%H&O!M{W “bwo-week
pe%é%ew&m—th&end—eﬁh&&ehmﬂm P peratinge- Ofticer-once cach vear

cognized-by-Metro-for-the-purpose-of conducting-a-fund-drive
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employees-while-on-the job-during working hours-shall:

et AN Be-g-fund-ratsing-orsantzation-which-ratsed-funds-tor-H-or-more
e e By Disburse-funds-only-to-agencies-wheose-charitable-aetivities-are-primarihy

in-the geographical-areas-of Metro-and-which-have-an-otfice-located-within-Metro-

e { e Be-exempt-from-taxation-under-ternal-Revenue-Service-Code-Seetion
SOMe)3 )

— (D)} Beincompliance with the-Charitable Trustand-Corporation-Actand-the

distribution-with- rwd%«t&faeeﬂe{m—’rehgﬂm—ﬁat tonal engm—hﬂmmaﬁ—age—ﬁex—aﬁ&se\aﬂ preferenee
in-the chartable-orsantzation-and-all-Hs-grantee-agencies:

employees-60-days-prior-to-the-charttable-campaten:

(o Pryroll-deduetions-for-employee-charitable-contributions-shall-be-allowed-only
&»kehamab}e»mgamzameemphwm*—mmeemﬂ—

2:02:365-Adtirmative-Action-Poliey
Aa)———%@m%m%emeemmﬂmmmmplmm
eppeﬂu%es%m%a—m@%%ehw%eﬁaw ¢ St

emplﬁyeeﬁ&mmﬁéb&nmdeﬂwﬂmmﬂmg}mﬁmwmesmmwweew&ﬂmm

2:82:370-Nepotism
Notwithstanding-Metro's-atfirmative-action-poliey-and-program-no-member-of-an-employee's-family
thusband;-wifersony-davghter; mother;-father- brother;-sisters-in-taws-ofany-kind-aunt-unele; nicce;
nephew. stepparent;-or-stepehild) shall-be-employed-in-a-position-of exeretsing supervisory; appointment;

o

202375 Internal-Recruttment
Acregular employee-whe-has swecesstully-completed-his‘her-nitial probationary-period-may-apply-tor
vacant-postions-and-witl be-considered-as-an-internalb-apphicant—At-appheations-will-be-considered
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2:02:380--Probationary-Pertod
The probationary-period-shall-be-a-continnation-of the sereening process-and-shall-provide-the-supervisor
an-opportunity-to-observe-the-employee's-work; to-instruet-und-aid-the-employee-in-adjustment-to-the

completion-of probation-is-for-Metre's-internal-sereening-process-only-and-does-not-confer-any-tornr-of

tenure-or-other-expectation-of continved-employment:

: ¥-€ p%e&eé%her HH{H}HHG-H}G-H ﬂﬁamba%mmwpeimt Hﬁh&e}a‘m tmmmte—w%nbh
h@shwas%we&-hqmﬂevees—wh{»e—p%ﬂ ons are reclassified-upon suecesstul-completion-of-the-nitial

probationary-pertod;-shalbnotserve an-additional probationary-period:

probationary-period-by-the-amount of time-the- employee-is-on such-leave:

Any-fall-time-position-may-be-designated-as-a-job-share-position-by-the-Chiet-Operating-Otheer-at-the
request-of-a-Department-Diveetor-—A-job-share-posttion-is-a-full-time-posttion-which-is-shared-by-twe
employees.—Benefits-for-such-position-shall-be-appertioned-between-the-position-oecupants-in-proportion
to-time-worked-by-eachi-however; such-apportioning-may-be-altered-upon-written-agreement-of-posttion
oceupanty-and-approval-by-the-Persopnet-Diroctor—h-fo-event-however-shall-the-benetits-of-a-job-share
position-exceed-the-benefits-ot any-other-full-time-posttion:

Ad-new-permanent-employvees-shall-be-provided-with-a-copy-of-this-chapter-and-insurance-plans-and

A by Payment-of-medical-expenses and-lost time-disability-benefits-is-determined-by-the
Workers' Compensation-administration-in-accordance-with- ORS-Chapter 656.

e e P he-cOst-0F- Workers- Compensation-insurance-shall-be-paid-by-Metro-with-the-exeeption
of-the-employee contribution-mandated-by the Workers-Compensation-Law-of-the-State-of- Oregon:

e e DA ERE-aR-eRPlOye's-absenee - due-to-an-on-the-job-ijury-or-oecupational-tHness—the
emplovee-may-utitizesick-leave-or vacation-credits to-augment-any-benetits-patd by-the-Werkers'
Compensation fund:
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she—meﬁmbeﬂ&ﬂmﬂ@&Wﬁg&Wﬂ%{—&kﬂé&d&Wﬁm&ieef-:ﬂ}e—if\eumbeﬂ-t---s-hal-l—--beat;ans%‘ewed
with-the posttion:

Under-normal-circumstances-leave-aceruals-are-not-transferable—However-upon-written-request-of-a
regular-employee-to-the-Chief Operating-Officer;-the-voluntary-transfer-of sick-leave-hours-may-be
authorized-on-a-limited:-carefulby- monitored-basis-as-follows:

“hief Operating Officer.

A B} Requests-must-be-due-to-a-catastrophie; long-term:-or-chronte-thness-of-the-requesting

g} pon-approval-per-t-D-aboves the requesting employees-or-another-employee-he/she-has
desienated- may-initiate-a-request-to-Metro-employees-for the-transfer-ofacerued-sick-leave-hours:

emplovee may-do-so-onby-as-follows:

e by Fhe-transferring-employee's-Director-must-authorize-the-transfer-of-hours-by
%memmmmsmth%i&%aﬂ—beaeemah%e&wnhm-{he

departmental-fiscal-year-budget:

—2)—h sick-leave-hours-cannot-exceed-atotab-of40-hours-per
FW%&&MWM%WMH&HW&H%MWH%&-Q%%

Ay Normal-leave accruals-will- not-continue-for requesting emplovees-while-they-are-on-paid
leave status-as-a-result-of transterred-hours—However-health-and-welfare-benetits-provided-for-any-other
cmployee-on-paid-eave status-with-continue-for-the requesting emplovee-for-as-long-as-they remain-on

e gy Ay transterred-sick-leave-hours-unused by-the requesting-employee-shall-be-returned-to
all-transferring-employees'sick-leave-acerual-balances-on-a-pro-rated-basis:

ey Copies-otapproved requests-and-approved-transters-of-hours-must-be-sent-to-the-Hinance
and-management-information-departments-aceounting-division-for-implementation-and-to the-olfice-of

Page 47 of 57 — Exhibit A to Ordinance No. 05-1082

m:\attorney\confidential\12.2.1.5\05-1082.Ex A .red.003
OMA/KAP/kvw (05/17/05)




of-a-child-foradeption-or-toster-cure-ti-the-emplovee's-homes andior-for-the-eare- oL famaly- members-whe
suftersertous-heulth-conditions.—Fop-the-purpose-of this-leaves family-members-ave-defined-as-w-serioushy-
ihspouses-parent-parept-in-lav-or-child-or-a-sick-minor-child requiring home care—At- the employee's
dieretions-the-teave-shall-be-pard-from-acerned-personalb-losves-fneludinevacation-leaver stele-ledver

compensatory-time-teave-personal-holiday-leave)-or-be-unpaid-—Exeept-for-linnted-etroumstancestamily
medical-leave runs-coneurrent-with-other leaves:

e Gy - lO VO O-shaH-be-ontitled-to-take-family-medieal-leave-without-betng-penatized-for
taking-sueh-leave:

e By A-etiployee-returning-from-family-medieal-leave-shall-be-reinstated-with-ne-greater-or
tesser-right-tn-employviment-than-ih-the-employvee-has-pot-taken-the-leave:

medieatleave-Health-and-welfare eoverage with continue-at-the-same-level oL benetits-and-contributions
tor-emplovees on-family-mediealdeave-ns-tor other-benefit-ehgible-emplovees. Hemployees-fatl-to-return
from-leavesexcept-because-of their own-or-a-family member'sserious-health-condition-or-another
eireumstance-bevond-their-eontrol-Metro-can-recover-hoalth-premims-it-patd-dusme-the-leaveFhese
mentes-may-be-recovered-from-the-hinal-payeheek-if-there-is-onesor-by-a-lavsuit:

e @p- il 10 blE-emplovees-may-take-a-maxtmum-of-1 2-weeks-of family-medieal-leave-within-a
(me-waf-peﬁed— Lach-one-year-pertod-begins-on-the-date-of-the-first-day-ofactual-leave-taken—teave
may-be-taken-continuousty-or-undercortatieireumstaneess- on-a-reduced-workweek-seheduleror
ntermittently:

e € AVhen-the-emplovee can-anticipate-that- the-sertous-health-sHuation-is-gongto-arise-the

chys

o

Ul employee S wrtte - regquestmust-contain-the-tolowing:

el e pelutionship-of the-emplovee-to-the-person-needing care
w2 L he-health-condition-of-the-famtby-member-necessutating-the-leave-along-with-a

doum 's-gertifteation-stating-such-health-condition:
e A3 fe-anttetpated-leneth-ofabsencesnot-to-exeeed-td-weeks:

-------------------------------------- b Other-famiby-memberswheo-are-taking-famtbv-medical-leave and-when-thev-are
taking-t-or-are-otherwise-avatlable-to-eare-for-the-family-member:
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heme—er—emg—ter-a—%&epafemﬂr— parert-i n—lawhwh—&heyﬂmﬂhp%e%weew them.—How e»erwbe&hﬂre
entitled-to-the-full-12-weeks-for- thel-own-illness;-or-carna-tor-a-sick-child-or-spouse:

>-absence-has-a-duty-to-make-a
reasonable-etfort-to-schedule- meehe&Hreahnem OF-SUpervision-so-as-to-minimize-disruption-of-Metro's
operations;-subject-to-the-approval-of-the-treating-physietan:

PO oyee-on-tamity-medical-leave shat-etther-remat-vacant
dufme—%h&ieave—m%ﬂav—be—ﬁ}led—eﬂﬂﬂem porary-basis-and-considered-vacant-tor-remstatement

PHEPOSES:

e jy——At-the-conclusion-of a-family-medical- leave, the- employee-shall-be-remstated-to-histher

P

ey Employees-who-do-not-return-by-the-date-specified-may-be-disciphned-up-to-and
eluding - dismissal:

202415 -Pregnaney-beaveLranster

Metro-provides-temporary-transfer or-pregnaney-leave-without-pay-to-eliuible-employees-who-are
physicalby-unable-to-perform-the-duties-of their regular-position-due-to-pregnaney-child-birth--orrelated
medical-reasons—without-significant-risk-to-the-health-or-safety-of-the-employee-or-her-pregnaney-

—fa)——The-employee-shall-be-entitled-to-take-pregnaney-teave-or-temporary-transter-due-to
preghaney-without-being-penalized:

o

- Stibjeet-to-these-policies- and-upon-written- request;-all-presnant emplovees-of-Metro-are

.“.A....(.e..)...........,4....4,....5[:@*“‘:){.)*:&1:\/,..f,[.‘.{:a.}}s.}é.}:

--------------------------------------------------- hyMetro-shall-provide-a-temporary-transfer-tor-the employee-if there-is-an-avatlable
job-which-is-suitable-for-the-emplovee-and-to-which-the-transfer can-be-reasonably-aceonmeodated:

e 2P ittiate-a-transters- the-emplovee must submit a-written-request-to-the
Department-Director-and-the-otfice-of personnel—The-employee's-written-request-must-contain-the
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sirgmﬁeaméskm—-ehe—heakhamafe&wﬁmeuemﬂeyee%hér:m‘egﬁaneye

e A Oy Acstatement-that-the-emplovee-is-physically-able-to-perform-available
work:

e Dy A-doctor's-opinionteertificate confirming-(a)-tb)-and-fe}-abeve-to
determine-whether-a-transfer-is-reasonably-neecessary-

independent-medical-opinion-at Metro-expense,-within-three-working-days-after receipt-of-the-initial
) Prosnancy-Leave

------------------------------ A2y The period-of-leave-shat-be-the reasonable-pertod-of ime-during-which-the
emplovee-is-disabled-from-performing-anv-available-positions.- To-initiate-a-teave-of-absence-the
emplovee must-make the r eqae&( mm&mg%%er@epmm%&mﬁmﬁ}%w office-of personnel—the

leave-regrost-nitsd-e ave-t-requested—Fhe-leave-fequest-must

also-address-the-employee's-disabilivy-from-performing-other-avatlable-work:

e —{A)—If the-employee-previously requested-a-temporary-pregnaney-transter-she
mﬂ%&ﬂ%&m&%&dm&&%ﬂe{e&m&mm& fered-the-cmployee-must-explain
why-she-is-disabled-from-performing those-tob-duties:

—ee By the-emplovee-did-not request-temporary-pregnancy-transter-she-must
explain why-she-is-disabled-from performing-any-available job-duties-known-to-her

OPHIOL:

e e B n}pleye%h&ve%heﬂﬁtme{—mgtheﬂﬂeu&mum{ww balances-during
pregnaney-feaves Hothe-employ S Hy-with-be-continued-as
long-as-the-leave-is-continued-on-patd- qta{uw - the -employee-chooses-to- tdke leave-without-pay;-health
and-welfare-coverage-will-continue-at-the-same-level-of-benefits-and-contributions-as-for-other-benefit-
el}gtble-empleyees to-the- extent %he emﬁloyee qua}mes Hfor-famby- medma«l ledve O{herwise benetits-only

beeam&eﬁhemmwm—mfmkymemb%eﬁeuﬂ&ealﬂﬁeﬂéﬂﬂw amﬁhe;—e*mmmtanw—be’veﬂdr thetr
control-Metro-can-recover-health-premiums-it-paid-during the-leaveThese-monies-may-be-recovered
from-the-final-payeheek-if there-is-one;-or-by-a-lawsuit-H the-employee-chooses-to-take-leave-without-pay<
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q&mﬁﬁeé%ﬁ%&%%&mﬂﬂ&bl&M&r&memm&d&mmwlﬂﬂe
position-to-the-employeeunless-a-physician-has-determined-that-the-employee-must-remain-on-leave fora
MMH1WMWMQWMWW&MMWM—WMMa

peﬂedm—tfm&

e @) M- chuiping- the-course-of pregnancy-leave-or-transfer; the-employee-regains-the-ability-to

pes#ien,—un%ess-m&ﬁeskimH}as—-been»ekmiﬂateé-Aae««:»eh»aﬂgedﬂ-rewmmnee&:m-wfhieheas&&he
employee-will-be-reinstated-to-an-available equivalent-position—H-ne-equivalent-positions-are-avatlable;
the- employee-shall-be-reinstated-to-an-avatlable-and-suttable-position:

-Employees-whe-do-not-follow-timelines-established-in-this-poliey-or-do-not-return-by-the
date-speeified-may-be-diseiplined-up-to-and-ineluding-dismissal:

2:02:420-Parental-Leave
Metro-provides-parental-leave-ofup-to-12-weeks-for-eligible-employees-whe-have-become-parents—At-the
employee's-diseretion-the-leave-shall-be-paid-fronmr-acerved-vacation-time-or-acerued-siek-leave-or-be

unpaid:

ﬁam%er—er-eewivalem—jebbeeaus&%h&e}'}}p}eyer’&e#eums%aﬂeesmehaﬂgedrﬂ}&enﬁﬂeye&ﬂmt-be
reinstated-to-any-other-position-that-is-avatlable and suttable:

ey e iployees-who-have-compl

the-pertod-of-leave-oceurs-during-any-probationary-pertod: the pfebaﬁeﬁar» pei pod-shall beextemieé for
the-pertod-of-the leave:

e { g L pplove os-have-the-option-o<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>