
METROPOLITAN EXPOSITION-RECREATION COMMISSION

Resolution No 03-09

For the Purpose of Adopting Revised Personnel Policies

WHEREAS the Commission is authorized to adopt personnel policies pursuant

to Metro Code 6.01.040h and

WHEREAS it is necessary to update the MERC Personnel Policies from time to

time and

WHEREAS it is necessary to make number of revisions to keep the policies current

BE IT THEREFORE RESOLVED THAT THE Metropolitan Exposition-Recreation Commission

revises the Personnel Policies as shown on the attached Exhibit effective April 2003

Passed by the Commission on March 26 2003

Chair

___
S4

Approved As To Form
Daniel Cooper General Counsel

By /é4Jd



MERC STAFF REPORT

Agenda Item/Issue Consideration of resolution to approve revised and updated

personnel policies

Resolution No 03-09 Date March 26 2003

BACKGROUND The MERC Personnel Policies were adopted by MERC Resolution

No on June 28 1988 The policies have been revised six times the most recent

revision was December 19 2001

Although the current policies were completely revised in 2001 the changes recommended

in this resolution have come to the forefront as primarily housekeeping issues The

changes that are being recommended appear in red and blue and are included in

Attachment The changes are as follows

Definition

8.3 Performance Evaluation for Full and Part-time Represented and Non-

Represented Probationary Employees p.17
9.1 Announcements and posting p.19
9.4 Employment of Relatives or Near Relatives 20
11.0 Purpose p.21
11.2 Time Missed During the Initial Probationary Period 21
11.6 Funeral Leave 23
12.10 Travel Policy pp 30-34
12.17 Drivers Licenses 36
13 Discipline and Discharge 38
16.IC Holidays 44
16.6 Funeral Leave p.51
17.2 Voluntary Employee Savings Plan 53
19 Acknowledgment of Receipt of Personnel Policies pp 59-60

want to thank legal counsel Lisa Umschied for working on the December 19 2001

major overhaul of the policies and being familiar with the policies assisting with these

revisions

FISCAL IMPACT None

RECOMMENDATION Commission approval of Resolution 03-09



METROPOLITAN EXPOSITION-RECREATION COMMISSION

PERSONNEL POLICIES

Effective_iriI 2uu Deleted Jsnuary 1.2002

Adopted by MERC Resolution No on June 28 1988 Adopted and revised by Metro esoIutOn No 075 on

September 22 4l8 le icd by \1ERC Resolution No 55 on March Rcised by Ml-.R Resolution No
on July 1992 Rcsised by MlR Resolutions No 93-7 and No fl on August II IOO Revised by

MERC Resolution on January II Reviscdh MER Resolution No 95-56 on Octobez9 1996

Revised by MER Resolution No 97-20 on April 1997 Revised by \IliR Res1ntioii No.0152 on eiitui
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Human Resources Mana MERC Human Resources Manager

Hourly Rate Ihe rate ol compensation for each hour if work performed by hourly

stall

Immediate Family Unless defined differently in recognized collective bargaining

agreement or by applicable law immediate family means husband wife son

daughter father mother brother sister father-in-law mother-in-law aunt uncle

niece nepbe_grandparents grandchildren domestic partner and cuivknt relitlises

of the empkic dornesti paiiner or any relative ivrng in the employees
household

Internal Recruitments recruitment for vacant position in which only current

regular status MERC employees and current Metro employees who are eligible under

the Metro Code may be eonsidcred as internal candidates

Job Classification group of job positions with similar duties responsibilities and

authority for which the same qualifications may be required and for which the same

pay range shall be applied and which is included in the Commissions compensation

plan

Job Share Ajob share llosition is full-time position which is shared by tso

employees

Layoff separation from employment because of organizational changes lack of

work lack of funds or for other reasons not reflecting discredit on the employee

aa Market Targct As used in the Commissions Pay For lerfrmanee Program the mid

point in salary range

bb MERC Mciii pi ilitan hxposition-Recreation Commission seven-member

commission appointed by the Metro Council President and confirmed by the Metro

Council responsible tor overseeing the management of regional trade and spectator

facilities

cc Metro Metropolitan Regional Government The Commissions regionally elected

governing body

dd Non-benefited Position Any position that is less than full-time

ee Non-exempt Lmplee position that is eligible for overtime compensation

if Non-represented Employee An employee who is not member of collective

bargaining unit Deleted 06.4 I\Perw.uicl
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mid-year evaluation is due no later than January 31 The year-end evaluation is due no later

than JuJy 31 The year-end evaluation will become part of the employees permanent

personnel record

In the event that an employee disagrees with managers written evaluation of the

employee the employee may note their disagreement and attach statement of clarification to

the evaluation form The manager has final authority to establish the goals and the

evaluation

8.2 Performance Evaluation for Full and Part-time Represented Employees and Part-

time Non-represented Employees

Supervisors should evaluate the performance of their non-temporary employees

annually or more trequently prior to the employees anniversary date and iors ard the

written performance evaluation to the Human Resources Manager

Performance reviews should be sufficiently specific to inform and guide the employee

in the performance of job duties and responsibilities and to provide the necessary

documentation for managements personnel decisions

Performance evaluations are intended to be management tool for supervisors and

managers and tool for employees to use in their professional growth and career

development An employees receipt of positive performance evaluation does not

guarantee or promise that the employee will receive an increase in pay or continued

employment Similarly supervisors failure to provide an employee with performance

review does not guarantee that an employees performance is satistactory

8.3 Performance Evaluation for Full and Part-time Represelltel and Non-represented

Probationary Employees

All jjal piomoilonjil probationary employees shalljmse their work pcrlormanç Deleted bevciatleastoncwn

evalu.itcd by their immediate supervisor at least is jduring their probationary period

8.4 Performance Communication

The supervisor shall communicate the results of pertrmance evaluation to the

employee The employee must acknowledge that they have reviewed the evaluation In the

event the employee refuses to sign the evaluation form the supervisor ill acknowledge the

employees refusal to sign in writing on the form The employee shall receive copy ti the

evaluation before it is placed in the employees personnel file Employees may attach

statement of clarification to their evaluation form

Deleted i5.4 ilPersonnd
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The internal recruitment will be posted br calendar das Postings will be placed

prominently in employee areas in all Metro and Commission facilities Internal applicants

will be given birs consideration for these internal recruitments Internal applicants who meet ______

the minimum qualifications and
pass the supplemental screening br the position jijbe Deleted shall

interviewed in this internal recruitment process Should no internal applicant be selected

through this process the first opportunit area recruitment process will begin

First Opportunity Recruitment

The First Opportunity Program is intended to provide maximum employment

opportunities tr economically disadvantaged residents living in the First Opportunity Target

Area

First Opportunity Recruitments are openings hr first opportunity area applicants br

vacant positions In addition to standard recruiting techniques good faith outreach elborts

will be made through target area job training and economic development agencies to identify

recruit assist and if necessary train md refer such applicants When vacancies occur the

First Opportunity recruitment will be posted and advertised for 14 calendar days Postings

will be placed prominently in employee areas in all Metro and Commission facilities and will

be advertised as employment opportunities in at least one Target Area ness spaper First

opportumuit applicants will be given consideration tor the employment opportunities after the

internal recruitment process bias concluded First opportunity applicants who meet the

minimum qualifications and pass the supplemental screening tor the position shall be

interviewed in this First Opportunity larget Area recruitment process Should no lirsi

Opportunity Target Area applicant be selected through this process the general recruitment

process will begin

eneral Recruitment

In the event no qualilied applicant is selected through the internal or First Opportunit

process standard recruiting techniques will he used to attract sufficient number qualified

applicants from whom one or more may be selected The period of recruitment will be

indicated on job announcements and advertisements

9.2 Voluntary Demotion

The standard selection process may be ssaivej hv the Human Resources Manager or

designee in the event of voluntary demotion sshen the demoted employee is deemed

qualified and vacancy exists

9.3 Applications

The Commission or designee may elect receive andlor screen the applications

Deleted .5 iWcrscxsci
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9.4 Employment of Relatives or Near Relatives

No relative or near relative shall work together in supervisory/subordinate role with

another relative or near relative

Any employment of relatives or near relatives requires the recommendation of the

human Resources Manager and the approval if the Facility Director

If two employees who are in supervisor/subordinate role or who work as co-workers

in the same department become near relatives the Facility Directors and Human Resources

Managers approval is required for their continuation in the same working relationship

Approval for such appointments may be granted when ustified as being in the best interest of

the Commission

Near relatives are hushand wile son daughter lather moihr brother sister father

inij mother-in-lay iunt uncle niece nephew gnllhtj.lrents erandchildren domestic

partner and cui alent iclatives of the emlil ç_es domestic Ilarinc ii an relati liviflgJfl

the employees household

Deleted parcins children spouses

doinestc panncm brothers

including in-lawi and slep-rclatv.es

theac relationahipa __J

10.0 Personnel Records

SECTION 10- RECORDS

An official personnel file shall be maintained for each employee of the Commission

The personnel tile will constitute the official record of an individuals employment with the

Commission No information that reflects critically upon an employee shall be placed in an

employees personnel record without giving copy to the employee

Access to the personnel file shall be limited to the employee management staff and

the staff of Metro and MERC Human Resources who have ork related need for

information Management staff must have job-related reasons to have access to job-related

information in an employees file Upon request to the Human Resources Department

emplosees may review their files in the Human Resources Department during regular

Commission business hours Employees have the right to Inspect and copy information in

their personnel files to the extent provided by state law Original personnel records cannot be

removed from the Human Resources Department Information in personnel files will be

treated as exempt from public disclosure to the extent permitted by the Oregon Public

Records law

10.1 Working Files

Supervisors and managers may and are encouraged to keep working files fir

PUPOSCS ot employee evaluations and managing their employees Working files are not

official personnel files Deleted 05.4 lPersineI

Policica.OO
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SECTION 11 PROBATIONARY PERIOL

11.0 Purpose

The jjijtI and promotional probationary period shall be continuation of the

screening process and shall provide the supervisor an opportunity to observe the employees

work to train instruct and aid the new employee in adjustment to the new position and to

reject any employee whose work performance tails to meet required standards The

successful completion of probation is for the Commissions intenial screening process only
and does not confer any form of tenure or other expectation of continued employment

11.1 Duration

All initial fulltime or parttime appointments or transfers to new classification

within the same salar range and alt promotional probationary appointments shall be

tentative and subject to minimum prohatlonar\ period ot six full months of service

unless otherwise specified in an applicable collective bargaining agreement

11.2 lirne Missed Durin2 the Probationary Period

If an employee is absent from work for any full or partial ssork days totaling full ssork

days for any reason during the initial jtromotiqprohationary period the employees

probationary period shall be extended by the number of days the employee was absent hum

work

tiijloyces are entitled to use their croak duriniheir prunUrl iwohationary

period

113 Evaluation Prior to the End of Probationary Period

It shall be the goal of the Commission that emploees have their work perfrwmance

evaluated their immediate supervisor at least two times during their probationary period

The first evaluation should occur approximately midway through the probationai period

and the second evaluation should occur prior to the end of the probationary period

supervisors failure to evaluate an employee during probation does not mean the employee

automatically successfu ly completes probation

11.4 Voluntar Demotion

Voluntar\ deriiotions do not require an additional probationary period mployee Deleted

ha completed their initial probationary period Deleted the

EDeleted
11.5 Action at End of Irobationarv Period __________

Deleted j5.4 lPcrsonnei

PotuciesOOfirl

OGCILMU/kvwIVlOmI

Page 21 MERC Personnel Policies



Funeral leave benefits shall be provided as described in Section IDeLeted

Deleted

Dlet.d I\erwnncl
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When the Commission reasonably suspects that an employee has consumed or is

under the influence ol alcohol or any other substance or is otherwise in violation of this

policy the Commission may require that the employee submit to appropriate tests for alcohol

or prohibited drugs or substances in their system including urinal\sis Failure to promptly

give written consent without qLialtIcatIoIi to such testing and failure to provide samples f.ir

such testing will be grounds for immediate suspension pending further investigation and

consideration and tui discipline including termination

The Commission will bear the expense of all testing under this provision requested by

the Commission positive test must be confirmed by second test which uses ditierent

methodology than the one used for the initial positive result An employee subject to testing

will upon request receive sample of the tested substance so that the employee can submit it

to an independent lab chosen by the Commission for verification

The results of all investigations tests and discipline will be kept strictly confidential

to the extent possible and permitted by law except that such information will be made

available on request by the employee

Commercial Drivers License CDL

All Commission employees holding CDLs that operate commercial vehicles on

behalf of the Commission will be subject to the ledcially mandated drug and alcohol testing

requirements

The Federal Highway Administration FHWA has promulgated rules to implement

the Omnibus Transportation Employee Testing Act of 1991 These rules itect those

emilovees required to maintain CDL as part of their jobs The oitlmission will folios and

meet all Federal regulations

12.9 Ethics Polks

All MERC Commissioners and employees .ue cosered by the Oregon Government

Standards and Practices Act All Commissioners and employees must comply with all

requirements of the state ethics laws for public officials and employees Any Commissioner

or employee who has question about the state ethics laws may obtain copy of the laws

requirements from the Human Resources Manager

12.10 Travel Policy

Policy Statement Formatted Left

Travel br the purpose of enhancing business opportunities and impros inc ers ice and Formatted Bullets and Numbering

operations is an intecial jari it \tERCs mission It is the polics ol the Commission to keep

such expenditures at ci st -eltecti level without prejudicing the purpose it the travel

__________________________________________ ______________________________________________________
Deleted 134 iJerwiuIei

Poiicics.OOfiI
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It is the policy and Iwactice of the Metropohtan Exposition Recreation iimmission

jl RC to reimburse itseni loycs arid ommission menibers ot business travel extcnses
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that arc ordinary and necessar husiness expenses including reasonhiu ravel_lodgui

subsistence and related expenses incurred while conducting husines pi iding that the

e\penses arc prudent and directly related to the indisidual service on behalf ot MERU

Those ho travel on M1.R business are expected to neithcr gain nor lose financially

ith respect such tra ci costs

The Isions in this piIILS can univ he exceeded iindci limited ircumstances

iccaidiess ol department ability to lund expenses at higher level The policy can only he

exceeded with prior ritten approval the lacility Director or eneral \Ianagcr

This policy governs outuitown and local travel used to conduct oil icial iomiiiission

business

The intent of the travel policy and procedures is to clearl dentit1 IrM
mmtssinicrsandenjjlovces.thoseespensesciiidered legitimate and ippru Pfltti_il

ot MlR ii avcl costs

the procedures stipulate the was in which el is to be arranged and details the

anou methods by which travel expenses may

neiples

Trave1in employees are expected to exercise prudent judgment recarding the

ordinary and necessary business expenses covered hs this iIie This does not mean that the

least expensive alternative available must alvays he adopted It does mean that the employee

is expected to exercise prudent judgment regarding expenses and cost should he an important

determinant in decisions recarding travel arrangements

Lmpkyees are enc uraeed to plan ahead in order to take advantage of the best

posihle travel iatc All ellorts should he made to take advantage ot reduced fares or

discounts

lnor to approving travel riie should led con ident that the tras iicctaij

to meet lici lily and MERC objectives the employee assigned to travel is the appi poate

person hr the assignment andj the cpenditure to be incurred is budgeted c\t elleetise and

promotes the mission ui

Administration

The lacihyfljrector ieviess and approxes travel and travel e\lcllditures The

irectr ti Administratiin/ hid Financial Othceior designee is authorized to oversee the

cituhuiseinent_program desien and distrihute tornis and insirtictins and carry responsihihit

siihiniitin claims it Metro tr reimbursement in timely manner laims will he

pr cessed in_accordance iii administrative piocedwes

Deleted

IMI I2/I9t
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When the use ota rental car is rc uueda usiness need lat her than peisonal

cons emeilce it may he appi u\ ed lr the laciht cetiTi_and sho

Rcquiiemeiits section ol the acI ltieijjflhj_

It Es the pahc MER to use public traiispotlation henes ct_possible loever

uuisce Ilauc usttailpoitatiofl expe1LsesSential to th transactioijil olhc cii MERC
Iisiiiess ill he reimhtiisctl ihese include hiit are not hunted to taxi and bus tiies

shuttles parking kes let lj and hnde tolls ceipt is required cxc in ases

here receipts aie not commonh proided such as bus lire

Acceptable expenditures related to doing business Formatted Bulets and Numbering

Registration les required ui connection at app tLuineutini Formatted IndecTt Left 0S

cmkrence and the cii meetings

Rental ut space that is used t_t riitsaci otuicial bustness

tharges tir uecessar pci sunnel suppoit_cr\ ices in connection ancing Formatt.d Indent Left 05

M1 business

flusuiess elated iixes l-nuii phatocoptes and

telex charges made an entplo cc lile ft nit iiiiiailaceot ork ill

also he reimbursed

iinagcajnchascs of materials and supplies

ft MeaLs FormattedBuUetsndNumber1ng

Mcals iIlhe ic isonahlt uidrtiinburscd it iLtudcostblscdoniLLuptpro\ did Fonnatted Indent Left 05

Reasonable is detined the_fjicijty_ Director and/or icueral Manager

Meal expenses tr noncnipio ecs except uses Ira cling companions or other

individuals not present k.r MFR biisinessrelatcd ptltlOseJ ma be reunhuised

pro ided the claim details the business related puipose ot ihe hospitality If the

hospitality epcnsc is antclpated to he signilcant the cinplo cc should receiu

uppro Va ui anticipation ineuriing the expense .i at ics II inca ser ice ate

allo..ed up to 20 and should he included on the meal receipt

Pruspcct ive ernplo ces Formatted Buts and

Applicants toi jXisliit.iiS with highk eli cspon.sihilit ma upon the appi oval of the Foimatted iftift Itt

lacilit ucctor recei.e tra.el expenses UI connection ith tutei\ ie ing

Automobile mileage Formatted RuNets and Numbering

Automobile mileage is reimbursed in acco with the current rate published the Formatted Indent Left 0.5

Internal Re.enue Ser ice

Formatted Buts and Numbering

Personal
F.ii..r 00 bx
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When the u.e of rental car is required husiness need rather than personal

convenience it may be approved the aciIit Iirectoi and shown in the Special

Requirements section .t the Travel Request lorm

It is the policy ot MER to use public transportation s.henever possible Iosevcr

miscellaneous transportation expenses essential to the transaction t.it ott iciat MER
husines will he reimbursed These include hut ale not limited to taxi and htis late.

shuttles parking tees terry and bridge tolls receipt is cuired except in cases

when receipts are not eoninionlv provided such as bus fare

\eeeptahle expenditures related to doing business Formatted bullets aiid Nuiriberrs

Registration Ices required in connection with attendance at .ippruved coflventiofls Formatted indent LeitU
conferences and official meetings

Rental of space that is used to transact otticial business

Charges fur necessary personnel support services in connection with advancing Formatted indent Left O.S

MERCs business

Business related faxes Email photocopies computer/lapk hookup and support and

telex charges made by an employee tile .i. .e Ii rn their normal place of work wifl

also he reimbursed

kiiiergencv purchases of materials and supplies

Mes Formatted ulfets and Nunlbenn9

Meals will be reasonable and reimhursed at actual cost hised on receipts provided Formatted indent Left Q.5

Reasonable is defined by the l-acility Director and/or enetiLMnie

Meal expenses for non-employees except spouses traveling companions or other

individuals not present fur MERC business-related purpose may be reimbursed

provided the claim details the business related purpose of the hospitalits It the

hospitality expense is anticipated to he significant the einjyee shoukl receive

approval in anticipation of ineuiiing the expense iratuities for meal sets ice are

allowed up to 2Y and should l_pçIuded on the meal receipt

Irtspective eiiiplvces Formatted Bullets and Nuntheruig

.\jmhcants for 1o.tioii with hili ci responsibility may upon the approval it the Formatted indent Left O.5

lacility Director receive travel expenses in connection with interviewine

Automobile mileage ForrnaButetsNumbeJ
Automobile mileage is reimbursed in accordance with the current rate puhlishe4 Formatted indent Left O.5

the Internal Revenue Service

Formatted Bullets and Numbennç

Personal Deleted .54
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bc/LMLIk 12119.01

Page 33 MLR Personnel Policies

Is



Certain trasel expenses such as hut not tirniteJ to in-house movies special hotel

tacilitics such as gyms haidiussers transportation costs to ti film places of

enteriainmenj_not_associated \.lth business espenses of spotic ir other traseling

fl1.iIflfl iinhusines RiiIli Iil.itel Lii iiependiit caic pet hoarding or house

sitting espenses Ittss or tiRit jcronaI effects motor vehicle violations personal

ILls ci illsuriirice are fbi ci igihle for reimhui sement

Long distance telephone calls home are allowed pros ided the frequency and duration

ot such cal Is is reas nahie

Employees are enCoUraged to minimite the cost ot telephone calls made tWm hotels

through the use of alternate calling methods

The actual cost of reasonable laundry and/or dry cleaning as evidenced by receipt Formatted Indent Left 0.5

10 Nii iiieal eFit ii it ICS

Portci arid hell sers ices are authorized and limited to per bag Porter and bell

services do iii It reqilift receipts for reimbursements

Ii Abuse

Intentional abuse of expense claims or other sn lation of these policies will result in

disciplinary action UI to arid including terminati in

2.1 .1 Approval Authority

Emiioees must receive ads ailce authoriiation to travel and incur travel-related

expenditures by the lacility lieeti or designee Ihe General Mdnager authoriics travel-

related expenditures for aci lit lirccu IIS

Formatted Bullets and Numbesln9

Formatted Bullets and Numbenng

Formatted Indent Left 0.5

Formatted Left

Formatted Bullets and NsTiberin9

Formatted Indent Left 0.06
Lrst tine 0.44

_______________

Significant changes in oi iginally approved travel pLI sL require approval of tb
1icdity Director or General Manager

12.11 .oiilideiitialitv

Employees may work svith and may have access to information that must be kept

confidential Such information includes customer and clierit data product specifications

production techniques personnel records and personnel matters payroll data financial data

sates and marketing activity and plans trade secrets and proprietary information

Confidential information may only be Llicuscd with stall members and employees

who hase work-related need for information Failure to protect contidential ulorination is

serious offense and subject to discipline up to and including termination

12.12 l5crsoiuil se of Ilect ronicfflce Equipment

Indent Left 0.06

LFbSt lIne 044

Deleted All bususess travel shall be

apIxoved by the Cosnmiuiou General

Manager facility directors or Director of

Adsniniatrauoi Ilususess trivel Is

defined si travel relation to OffICIsJ

Cumiuiost bueneu which requires the

employee to travel mere thin 55 mites

ruin iortlid

Other expenses related to travel for job

related Cosiusussion puqxacs within 55

itnics of Punhsnd should be reimbursed

through cash or weekly expessie

reperosi

and non-allowable expenses

sic detailed in the Busine.s Trivet__
An personal usc of electronic office equipment should he limited in terms of length

of time and frequency It should re\ut in no or negligible cost to the public any identifiable

Deleted t.Pasonncl
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12.15 cceIting and Taking Items from Exhibitors

No Commission employee is permitted to accept or take items from exhibitors

Accepting or taking items from exhibitors is subject to disciplinary action up to and including

term nat ion

12.16 Inclement Weather

All employees aie to assume that all buildings are open as normally scheduled unless

they ire told otherwise by their Facility Director In the event that Facility Director or

designee determines that inclement weather conditions justify shortening the workday for

facility employees any employee working that day shall be paid for their normal work hours

Any employee unable to report br work due to inclement weather may upon approval of the

Facility Director use accrued personal or vacation leave

Formatted Font Bold

12.17 Drivers .itensi Formatted Bullets and Numbenng

All CmplilCCs drivtnt pr peit man.ited by \1l or parking in N1L RC-ovned Formatted Indent Left 0.06

operated facilities must have .i valid dri cr5 iccme First line 0.44 Tabs Not at 0.5W

SlCTION 13 DISCIPLINE ND DISCll.RGF

13.0 General

Nothing in these personnel policies precludes managers and supervisors from

establishing work rules that are consistent with these policies for etlivient operation and

administration of the job site or precludes supervisors from having private discussions with

employees These discussions may be in the form it assignment instruction or any other

job-related communication Any disciplinary action ma be grieved under the grievance

procedure established in Section 14 by these policies The Commission reserves the right to

enter into last chance aureements with its employees

Disciplinary actions shall include but nut be limited to oral or written

reprimand suspension reduction in pay transfer demotion andlor dismissal loon

employment Any oE these disciplinary actions may be utilized It may not be necessary in

every circumstance that the discipline be taken progressively

The Commission reserves the right to discipline employees up to and including

termination whenever

The employees performance is unsatisfactory or

The Commission feels discipline or termination is appropriate for other

reasons or

Deleted \5.4.i i\Personnei
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16 Inability to get along with fellow employees so that work being

performed is hindered or below standard

17 Violation of any Commission regulation

18 Any falsification of information during the employment application or

employment appointment process regardless of when discovered

19 Unlawful harasstiierit or discrimination

20 Iheft including personal or public property

21 Sleeping on the job

22 Gamhling on Commission premises including hut not limited to card

games dice games

23 Bringing weapons on Commission plerty

24 l-tkiriaiion tlicumenh

Violation of these personnel policies established work rules or other Deleted 24

management directives

Deleted \5.4 IJerwnncl
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fifteen 15 minute paid break period fr every four-hour segment or major portion thereof in

the work period If an employee works shift longer than 10 hours they are entitled to three

paid rest breaks

16.1 IOliliiVS

The following shall be considered holidays for full-time employees However
Personal Days 16.1 cannot be utilized by employees in their initial probationary period

HOLIDAy TE
New Years lav January

Martin Luther King Jr.s Birthday Third Nhiidav in January

Presidents Day Third \londav in February

Memorial Day .1st MondaY in May
Independence Day July

Labor Day First Monday in September

Veterans Day No\ eiiiIe ii

Thanksgiving Day Fourth Thursday in November
host mas Day December25

Three Personal Days Open

Exempt employees working on holiday will be compensated at their regular

rate of pay and the holiday will be accrued to be taken at later date Non-exempt employees
who work on holiday and arc eligible for overtime compensation diall receive one and one-

half 1-1/2 time compensation fr the time worked if the employee has actually worked 40

hours during the week in which the holiday occurs If the employee has not worked hours

during the week in which the holiday occurs payment for time worked will be at straight

time Additional holiday compensation does not apply to personal days 16.1

work week is defined as Monday at 800 AM through Friday at 500 NI

unless the department is Ii ur operation and then the workweek is Thursday at midnight

through Wednesday at 1159 io

The three personal Jays may be used at the employees discretion during

the fiscal sear in which they accrue

Employees hired between July and Octoberj will receive three personal davs Deleted 10

employees hired between November and February 29 will receive iwo personal days
and employees hired between March through June30 will receive one personal day ___________
Requests to use personal Jays will be handled as vacation leave U.2 If the personal Deleted IS

holidays are ilot taken within the fiscal ear they will be lost

Personal days cannot be utilized by employees in their initial probationars period

j1i ee hired heIwefl January and June Ut na carry iheiJeHnnal hi Iidavts ___________
_____________________

Deleted \S4 i\Peronici
.irned Jill iiic ji hation uiicil the end of the tollowine 1151.11 CJF
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Failure to submit written request in accordance with above may
result in reduction of leave time by weeks as penalty for untimely

notice It leae or may result in delay of the leave

Employees who return from parental leave by the date listed in the written

request on tile will be restored to their former position without loss seniority or vacatiofl

credits If circumstances change so that the employees tormer job is no longer available that

worker will be reinstated to an equivalent position Employees who do not return may be

disciplined up to and including termination

16.6 Funeral Leave

Use of Funeral Leave

maximum of three da\s leave tb pay shall be allowed full-time employee to

attend the funeral ot the employees immediate family member Time not worked because of

such absence shall not icci ual of vacation or sick leave

Additional Leave

If travel is required additional days chargeable to sick leave may be allowed upon
application to the employees supervisor or manager

Under special circumstances leave to attend funeral may he granted by the

supervisor or manager upon the death of person other than the employees immediate

family member

Lrnjlovees will he eranted tour Ii hiurs line ott with chargeable to

ins accrued leave attend the funeral service ot wi rker

When an employee participates in funeral service the employee will be Deleted

granted four i4 hours time off with pay chargeable to any accrued leave to attend ucli

luneral service subject to the approval of the supervisor or manager

lb.7 Jury Duty and Other Court-Related leave

Any lull-time employee of the Commission shall be granted leave with pay and

without loss of any benefits of their employment when called for jury duty or subpoenaed as

witness subject to the following provisions

The employee granted such leave shall pay all money except travel allowance

received br their service as juror or witness to the Commission

Employees serving as juror or witness who do not serve for iii entire day
______________

must return to work as otherwise scheduled Deleted 41 i\Perwnnei
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ninety 90 da\s hut not to exceed six months must be approved by the General

Manager Request for such leave must be in writing and must establish reasonable

justification fr approval Ot the request

Unpaid leaves of absence are at the discretion of the Facility Director Facility

Director is under no obligation to grant request for an unpaid leave of absence

SECTION 17 EMPLOYlE BENIFITS

17.0 New Employee Orientation

All new employees must attend Metros new employee orientation as soon as

practical The Human Resources Manager or designee is responsible for ensuring that each

new employee is notified of this requirement and scheduled to attend the first new-employee
orientation available

Facility directors or designees are responsible for orientation of new employees of

their facility

17.1 health and Welfare Benefits

Benefits are available only to persons occupying lull-time budgeted positions

On the first day of the month following their first lill month of full-time

employment all full-time employees shall receive health life disability vision and dental

insurance term life and accidental death and dismemberment insurance Long Term

Disability dependent care and medical expense reimbursement pre-tax program and

voluntary employee salary savings plan under Section 401k ii the Internal Res enue Code
______

Formatted Font Dotd

l7 oluittary Iinploc S.ivins Mati

employees the oinniissnin .ire of Icied
.1

Vi iliintirs savines plan under Scctii in

Ii iO the Internal Rcseiiue Cudi ti es ina deter uj to 64f of their ross salars

or IRSmandated inasiniuto amount wliichcer is lesS on aj-ias hasis into

JCCI iii flt

Retirement Fund lFRS Deleted

The Oregon Public Employees Retirement System PERS is governed by state law

All employees if the Commission become PERS member when they have worked

six months for the Commission in qualilvine position requiring at least 600 hours per 12-

month period This six-month waiting period cannot be interrupted by more than 30

consecutive working days The elftciive date of membership is the first day of the calendar Deleted \5.4 II\Perionnci

Policcs.OO liiij

OGc/LMtYkvw I2/t9ii

Page 53 MERC Personnel Policies



SECTION 19 ACKNOwIJDGMENF 01 RECEIPT
OF PERSONNEL POLICIES

lIitc ICLCIvCd the Nietropulitan I.\l itioiiRecieation UmmiN0fl
NIl iiiiiel PoIicie understand that am resp iiihlc br readi ne and cuniplyin

ih all itt Ihe pnlicics ci inilliied within it understand that if have any questions am

reslimsible tsr contact lie my ciii.rvisor other MERC tepresentati Er clan tILlt fl

understand that these revised Personnel Policies are not contract of employment

express or implied between \IFRC and me and that should not view these policies as

contract of employment

understand that these revised Personnel Policies take precedence over supersede

and revoke all previous versions ot the Policies understand that some of these policies and

procedures are more fully explained in MERC administrative rules work rules documents or

law also understand and agree that MERC reserves the right to change or alter these

policies with or without notice

understand and agree that my employment is or no definite period and may
regardless of the time and manner it payment of my \vages or salary be terminated at any
time by MERC or me without causc and without any previous notice

also understand that no representative of MER other than the Chair and ccretarv
Treasurer ot the Commission has authority to enter into an aicement with me for

employment for any specified period of time or to make any agreement contrary to the

toregoing

The ettective date of these revised Personnel Policies isiI ii

Signed______ -_____ Employee

Deleted have received copy of

the Metropolitan Expositioti-Recreatloit

Commission MERC Pervonttei Policies

understand the policies conttned in it

and have had an opportunity to ask

questions about md discuss the policies

with ny supervisor or another

repreaentsitic of MERC fully

understand the policies goventirig ny

ctnployment with MERC and agree that

wilt conform to these policies

Deleted January 2002

Print N.tjtic

Date

Signed_________________

Date

.Genera Manager

Employees copy Deleted ISPersotinel
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SECTION 19- ACKNOWLEDGMENT OF RECEIPT
OF PERSONNIl POLICIES

hae received
.i tm l\Jmin nRecreation Commission

MERC Persiiinel Policies understand ili.it ani resptnihle for reading and complying

vith all he phcics contained within it understand that tlhae any uuesnons tin

iesjinsihleti ir ConLlctiTU fli iigcrvisor or other MER Ireentari tor clarification

understand that these revised Personnel Policies are not contract of employment

express or implied hetween MERC and me and that should not view these policies as

contract of employment

understand that these revised Personnel Policies take precedence over supersede
and revoke all previous versions of the Policies understand that some of these policies and

procedures are more fully explained in MERC administrative rules work rules documents or

law also understand and agree that MERC reserves the right to change or alter these

policies with or without notice

understand and agree that my eniployment is for no definite period and may
regardless of the time and manner of payment my wages or salary be terminated at any

time by MkR or me witlit Ill cause and without an previous notice

also understand that no representative of MERC other than the Chair and Secretary-

Treasurer of the Commission has authority to enter into an igreemetit with me or

employment for
arty specified period of time or to make any agreement coiltrarv to the

foregoing

The ettective date of these revised Personnel Policies is ajJ_L ii

Signed_______ _____________ _lmployee

Deleted have received copy of the

Metropolitan Exposition-Recreation

Commission MERCI Personnel Policies

understand the policies contained nit
and have had an opportunity to aak

questions about and diacuss the policies

with my supervisor or another

representative of MERC fully

understand the policies governing my

employment with MERC and agree that

will conform to these policies

Deleted January

Print Name

Date

Formatted Underline

Signed

Date________

General Manager

Deleted

Detach and sign this copy for inclusion in personnel tiles Deleted
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