METROPOLITAN EXPOSITION-RECREATION COMMISSION
Resolution 07-23
For the purpose of adopting revised Personnel Policies.

Whereas, the Commission is authorized to adopt personnel policies pursuant to
Metro Code 6.01.040(h); and

Whereas, it is necessary to update the MERC Personnel Policies periodically;
and;

Whereas, it is necessary to make a number of revisions to keep the policies
Current.

THEREFORE BE IT RESOLVED:

That the Metropolitan Exposition-Recreation Commission adopts the Personnel Policies
in a form substantially similar to the attached Exhibit A, effective August 1, 2007,

Passed by the Commission on July 25, 2007.

Chair {~ AN
s

Secretary-Treasurer

Approved As To Form:

Daniel B. Coaper, Metro Attorney
. %

Nathan Schwartz Sykes, Senior Attorney
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MERC STAFF REPORT

Agenda Item/Issue: CONSIDERATION of Resolution approving revised and
updated personnel policies

Resolution No.: 07-23

Date: July 25, 2007

Presented byv: Rachel Bertoni

BACKGROUND:;

The MERC Personnel Policies were adopted by MERC Resolution No. 8 on June 28, 1988. The
policies have been revised seven times; the most recent revision was implemented by the
Commission on July 1, 2005.

The changes recommended in this resolution fall into several categories:

>
>
>

>

>
»

Changes related to the new merit-based compensation system

Standardization of MERC’s overtime policies for non-represented staff

Updating and revising MERC’s discrimination and harassment policy to be consistent
with best practices, and to include gender identity, consistent with MERC’s regulatory
requirements

Streamlining the recruitment process consistent with MERC’s commitment to its current
employees and candidates in the FOTA area

Refining MERC’s network access policy and including it in the Personnel Policies
Housekeeping changes

The recommended changes have been developed with the Senior Management team to ensure
workability and utility in the operations of the venues, and reviewed by the Metro Attorney’s
Office for regulatory compliance.

FISCAL IMPACT: None

RECOMMENDATION: Commission Approval of Resolution 07-23.
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METROPOLITAN EXPOSITION-RECREATION COMMISSION

PERSONNEL POLICIES

Effective August 1,2007 [ Deteted: Juty

[Deleted: H

Adopted by MERC Resolution No. 8 on June 28, 1988; Adopted and revised by Metro resolution No. 88-975 on
September 22, 1988; Revised by MERC Resolution No. 55, on March 14, 1990; Revised by MERC Resolution No.
188, on July 8, 1992; Revised by MERC Resolutions No. 93-7 and No. 93-8, on August 11, 1993; Revised by
MERC Resolution No. 95-4, on January 11, 1995; Revised by MERC Resolution No. 95-56, on October 9, 1996;
Revised by MERC Resolution No. 97-20, on April 9, 1997; Revised by MERC Resolution No.01-52, on December
19, 2001; Revised by MERC Resolution No. 03-09 on March 26, 2003; Revised by MERC Resolution No. 05-12 on

| June24,2005; Revised by MERC Resolution No. .07-23 on July 25, 2007,

( Deleted: .
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SECTION 1 - GENERAL PROVISIONS

1.0 Purpose and Objectives

The purpose of these Policies is to implement the provisions of Metro Code Section
6.01.090 by adopting and maintaining a system of personnel administration for the Metropolitan
Exposition-Recreation Commission (*Commission™), and to achieve for Commission facilities the
following goals:

A. To provide and maintain a system of personnel administration in which the
appointment and retention of persons in Commission employment shall be achieved on the basis
of promoting the public welfare and implementing the Commission’s responsibilities.

B. To establish and maintain a position classification plan that shall group all positions
in Commission employment into classifications based upon their duties and responsibilities.

C. To provide a compensation plan for all represented and part-time non-represented
employees, which shall include for each classification a minimum and/or maximum rate and such
intermediate rates as the Commission considers necessary and equitable.

D. To provide for full-time, non-represented employees (and any represented
employees who become part of the plan through collective bargaining procedures) a nerit-based
compensation plan that rewards the employees’ performance and contribution and that links pay
increases to the achievement of individual and group goals and specific performance factors.

E. To promote efficiency, economy, and public responsiveness in the operation of
Commission facilities.

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

1.1  Employment At-Will

All Commission employees are at-will employees who have the right to end their
employment with the Commission at any time for any reason. The Commission reserves the same
right to terminate employees at any time for any reason, with or without cause and with or without
prior notice. These policies do not alter Commission employees’ at-will employment, do not
constitute an express or implied contract, and are not intended to be contractually binding. No
contract of employment can be created, nor can an employee’s status be modified, by an oral or
written agreement (except a valid collective bargaining agreement), or course of conduct, except
by a written agreement signed by both the Chair and Secretary-Treasurer of the Commission on
behalf of the Commission.

The Commission retains all managerial and administrative rights entrusted to it and conferred
on employers inherently and by law. These include, but are not limited to: the right to exercise
judgment in establishing and administering policies, practices and procedures, and to make changes
in them; the right to take whatever action is necessary in the Commission’s judgment to achieve the
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Commission’s mission and goals; and the right to set standards of productivity and services to be
rendered. Any failure of the Commission to exercise any such prerogative or function in a particular
way shall not be considered a waiver of the Commission’s right to exercise that prerogative or

function in the future or to preclude it from exercising the prerogative or function in some other way.

Nothing contained in this section or elsewhere in the Personnel Policies shall be construed as any
guarantee of hours worked per day or per week. These Personnel Policies shall apply to all
employees of the Commission except in the following circumstances:

A. Where a conflict exists between these Personnel Policies and the terms of a valid
collective bargaining agreement, the collective bargaining agreement shall govern; and

B. 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, and the grievance procedure established by these policies shall not apply to
those employees for any purpose.

1.2 Ability to Promulgate Work Rules

Notwithstanding anything in these Personnel Policies, the Commission or designee retains
the right to promulgate work rules for the orderly operation of its business. Nothing in these
Personnel Policies is intended to limit or impair management’s right on behalf of the Commission
to promulgate, enforce and when necessary change its work rules.

1.3 Personnel Policy Administration

A. The Commission by adoption of these personnel policies delegates overall
administration of these Personnel Policies to the General Manager. Whenever a question arises as
to the meaning or interpretation of provisions of these policies, the interpretation given by the
General Manager or designee shall be final and binding.

B. The MERC Human Resources Manager shall:

1. Act as the agent of the General Manager in administering all the provisions
of the Personnel Policies;

2. Prepare and recommend to the General Manager revisions and amendments
to the Personnel Policies. However, the Commission and/or its designee
shall retain ultimate decision making authority for modifying these
personnel policies.

C. The Commission delegates its authority over all employees to the General
Manager, providing, however, that the initial appointment of facility directors shall be subject to
Commission approval. In all other respects, the General Manager shall be the Hiring Authority for
all employees. The General Manager’s authority shall include the ability to negotiate separation
agreements when appropriate and desirable.
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D. The Commission may engage outside services from persons or agencies for specific

personnel projects or studies recommended by the General Manager.
SECTION 2 - SEPARABILITY

If any section, subsection, sentence, clause, or phrase of these policies is for any reason .
held to be invalid by a court of competent jurisdiction, such decision shall not affect the validity of
the remaining portion of these policies.

SECTION 3 - LABOR ORGANIZATIONS

Employees of the Commission have the right to form, join, and participate in the activities
of labor 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 Oregon Employment Relations Board.

SECTION 4 - DEFINITIONS
Certain terms used in these Personnel Policies are defined as follows:

a. Appointment: The filling of a position properly authorized by the Commission.

b. At-will Employer: An employer who has the legal right to terminate its employees without
notice and without cause.

c. Collective Bargaining Agreements: Labor agreements recognized by the Commission.

d. Commission: The Metropolitan Exposition-Recreation Commission created by Metro
Code Chapter 6.01 for the purpose of managing regional trade and spectator facilities.

e Days: Days means calendar days unless specifically provided otherwise.

f. Event Emplovees: Part-time, non-benefited employees hired for the purpose of staffing
trade and spectator events.

g Exempt Position: A position exempt from mandatory overtime compensation.
h. Facilities: The Oregon Convention Center (OCC); the Portland Metropolitan Exposition
Center (EXPO); the Portland Center for the Performing Arts (PCPA), and any other

facilities as may be added to the Commission's responsibility over time.

i. Facility Director: A Commission employee who serves as the General Manager’s
designated representative and is responsible for the management of a Commission facility.
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Fiscal Year: A 12-month period beginning July 1 and ending June 30.

Flexible Work Schedule: An alternative work schedule approved by the Facility Director,
other than the established normal work schedule, but which includes the same number of
total hours per pay period as other full-time positions.

First Opportunity Target Area (FOTA): A geographic area designated by the Commission
for the purpose of providing first opportunity for available jobs to disadvantaged residents
living in economically distressed neighborhoods in the immediate vicinity of the Oregon
Convention Center or such other geographic area as may be determined by the
Commission at a later date. The boundaries are determined by the Commission.

Full-time Employee: A position in which the scheduled hours of work are 40 hours per
week and which is provided for in the adopted Commission budget.

General Manager: The designated representative of the Commission. The Commission by
adoption of these Personnel Policies delegates to the General Manager overall
administrative responsibility for MERC facilities.

Grievance: A written expression of an alleged violation of these Personnel Policies,
submitted by an employee(s) for the purpose of obtaining adjustment.

Hiring Authority: The General Manager or designee, to whom authority is delegated for

" all employees in full-time and part-time service.

Holiday: Unless defined differently in a recognized collective bargaining agreement, a
holiday is the 24-hour period between 12:01 AM and 12:00 midnight of the day on which a
holiday is “observed,” for office employees who regularly work Monday through Friday.
For those employees whose work schedules are other than Monday through Friday, the
holiday is the 24-hour period between 12:01 AM and 12:00 midnight on the “actual”

holiday.
Human Resources Department: Metro Human Resources Department.
Deleted: 4
Human Resources Manager: MERC Human Resources Manager (known internally at s Dl rces Director: Metro

Human Resources Director.y

MERC as the Human Resources Director).

[Deleted: 1 ]
Hourly Rate: The rate of compensation for each hour of work performed by hourly staff. ( Deleted: u )
Immediate Family: Unless defined differently in a recognized collective bargaining ( Deleted: v )

agreement or by applicable law, immediate family means husband, wife, son, daughter,
father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in-law,
aunt, uncle, niece, nephew, grandparents, grandchildren, domestic partner and equivalent
relatives of the employee’s domestic partner or any relative living in the employee’s
household.
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Internal Recruitments: A recruitment for a vacant position in which only current regular
status MERC employees, and current Metro employees who are eligible under the Metro
Code, may be considered as internal candidates.

Job Classification: A 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 Commission’s compensation plan.

Job Share: A job share position is a full-time position which is shared by two employees.

Layoff: A separation from employment because of organizational changes, lack of work,
lack of funds, or for other reasons not reflecting discredit on the employee.

Limited Duration: A full-time benefited position for a pre-defined amount of time for a
specific purpose.

MERC: Metropolitan Exposition-Recreation Commission. A seven-member Commission
appointed by the Metro Council President and confirmed by the Metro Council,
responsible for overseeing the management of regional trade and spectator facilities.

Metro: Metropolitan Regional Government. The Commission’s regionally elected
governing body.

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

Non-exempt Employee: A position that is eligible for overtime compensation.

Non-represented Employee: An employee who is not a member of a collective bargaining
unit.

Part-time Employee: An employee who holds a non-benefited position in which the
scheduled hours of work are less than 40 hours per week.

Personnel Action (PA): The Commission’s administrative documentation of personnel
decisions, such as hiring, promotion, and transfers.

Personnel Policies: Personnel Policies are the policies of the Commission created for the
purpose of establishing the rules governing employment with the Commission, which may
be changed or amended at any time, with or without advance notice, by the Commission.

Probationary Period: A six-month continuation of the hiring process during which an
employee is required to demonstrate fitness for the position into which they have been hired

or promoted. Successful completion of any probationary period is for management’s internal

screening process only and does not convey any form of tenure or other expectation of
continued or permanent employment.
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Promotion: An employee moving from a position in one classification to a position in
another classification having a higher maximum rate of pay.

Reclassification: A change in the 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. Changes are based upon the duties currently assigned to an
existing position or to be assigned for a vacant position. A reclassification is made to ensure
that the duties of the job being performed match the duties stated in the classification.

Regular Status Employee: An employee who has successfully completed the required
initial probationary period and is appointed to fill a full or part-time position approved by
the Commission.

Regular Status Position: A Commission-approved and -funded position.

Represented Employee: An employee who is a member of a certified collective bargaining
unit recognized by the Commission.

Resignation: Voluntary separation from employment.

Temporary Employee: A temporary hire appointed for the purpose of meeting emergency, non-
recurring or short-term workload needs, or to replace an employee during an approved leave of
absence. A temporary employee may be given a non-status appointment without open
competition and consideration only for the purposes stated in this definition. 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.

Trending: As used in the Commission’s maintenance of non-represented salary structures,
the statistical method used to adjust pay ranges to keep pace with the labor market.

Volunteer: An individual serving in a non-paid voluntary capacity is not considered a
Commisston employee.

SECTION 5 - CLASSIFICATION PLAN

Purpose

The purpose of the classification plan is to provide an inventory of specifications for each

classification. A classification plan shall be developed and maintained so that all Commission
positions_may be appropriatelv compared to similar positions in the market place and to assess the
internal relationship of Commission positions to one another, based on substantial, similarity in
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components such ag duties, responsibilities, authority, and qualifications,

The job classification shall summarize typical duties, responsibilities, and qualifications

that apply to all positions within the classification. Managers and supervisors are responsible for
ensuring that the duties assigned to employees are consistent with the relevant job classification.
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5.1 Classification of Positions

A. New positions

All new positions require approval by the General Manager. Any new position that would
require additional budget spending authority under Oregon law requires Commission approval.

B. New classifications

Any new classification added to the classification plan requires approval by the General
Manager. Any new classification that would require additional budget spending authority under
Oregon law requires Commission approval.

C. Reclassification of existing positions

Reclassification of an existing position from one classification to another existing
classification shall be recommended at the discretion of the appropriate Facility Director, approved
by the General Manager, and forwarded to the Human Resources Manager or designee for analysis
and review, provided the reclassification can be accomplished within the limitation of the current
budget. At the discretion of the appropriate Facility Director, requests for reclassification may be
initiated for the following reasons.

1. Reorganization. When a department’s reorganization plan is recommended
by the Facility Director and approved by the General Manager, such plans
may have reclassification implications. If reclassification is necessary, the
General Manager shall request that the Human Resources Manager or
designee perform the required analysis and review.

2. Significant Change in Duties. In such instances where the duties of a
position change substantially on an ongoing basis so that the current
classification is no longer appropriate, the Facility Director, with the
approval of the General Manger, shall forward a proposal outlining the
significant changes in duties, functions or the reassignment of duties, to the
Human Resources Manager or designee to perform the required
classification analysis and review.

3. Position Vacancy. When a Facility Director, with the approval of the
General Manager, desires to change the classification of a vacant position,
either upward or downward, the Facility Director, with the approval of the
General Manager, shall forward a proposal outlining the significant function
changes in duties or the reassignment of duties to the Human Resources
Manager or designee to perform the required classification analysis and
review.

D. Reclassification of a Full or Part-time Represented Employee
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Reclassification of a represented employee’s position will be conducted in accordance with
collective bargaining agreements.

E, Reclassification Compensation

When an employee is reclassified to a position in a classification with a higher maximum
pay rate, the employee shall be placed at the beginning pay rate of the salary range or receive an
increase of 5 percent, whichever is greater, provided the employee’s salary does not exceed the
maximum of the new range.

When an employee is reclassified to a position in a classification with a lower maximum
pay rate, the employee’s pay shall not be changed,, If the employee’s current salary is over the
maximum of the range of the allocated classification, the employee’s salary will be “‘red circled.”
This means that the employee’s salary will remain at his/her current level with no step, gost of
living adjustment (COLA) or merit-based increases until the maximum of the range catches up to
or exceeds the employee’s current actual salary.

5.2 Emplovee Requested Classification Review

An employee who questions the allocation of his/her position in its current classification
may submit a written request to the Facility Director for review. Should the Facility Director
determine further review is warranted, the Facility Director may request, upon approval by the
General Manager, that the Human Resources Manager or designee perform the required
classification analysis and review.

53 Working out of Classification

Whenever an employee is assigned to work temporarily in a higher classification for a
period in excess of two weeks, he/she shall be considered as working *“out of class” and shall be
placed, from the date of the assignment, at the beginning pay rate of the higher classification or
receive an increase of 5 percent, whichever is greater.

Requests for working out of class must be approved by the employee’s supervisor in writing
and follow the standard process through the Human Resources Manager. Such change will be
effective the first day of employment in such a position.

An employee shall not work out of class for a period exceeding six (6) months within a
twelve (12) month period unless approved in writing by the General Manager. Any employee
working over sixty (60) days out of class must be approved by the Facility Director.

The Commission will approve the extension for an employee serving in the acting General
Manager’s status.

54 Job Descriptions

A.  Content
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A job description shall contain a summary of the most important features of a job including
the general nature of the work performed. Each written job description shall include the class title,,
essential and secondary functions, a description of the duties and responsibilities of the position,
and shall include a statement of the minimum qualifications necessary to successfully perform the
work. Job descriptions are not meant to cover every aspect of the job_or to reflect all possible
reporting relationships.

B. Interpretation

Job descriptions are descriptive of job content; changes may be made from time to time as
necessary.

C. Performance Evaluations

Individual performance evaluations for full-time non-represented employees shall reflect
the key areas of responsibilities in the job description.

55  Job Title

A Facility Director may give a position a working job title that is consistent with the
position’s classification specification.

5.6 Job Measurement

In order to determine the appropriate compensation level for each non-represented full-time
job in relationship to the labor market as well as to other Commission jobs, the Human Resources
Manager or designee will conduct a classification and compensation study at least every fifth year.
In years in which a study is not conducted, trending will be applied.

SECTION 6 - COMPENSATION

6.0 Maintenance of Pay Plans

Pay plans for non-represented gmployees are established by the Commission after receiving
recommendations from the General Manager and the Human Resources Manager. Pay plans for
represented employees are developed through the collective bargaining process and are subject to
ratification by the Commission.,,

6.1 Pay Rates and Ranges for Part-time Employees
Each part-time employee shall be paid a rate of pay within the pay range for the class to

which the individual has been appointed. Part-time employees will receive pay increases from
time to time at the discretion of the Commission.
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6.2 Pav Rates and Ranges for Full and Part-time Represented Emplovees

Pay increases for all represented employees shall be administered in accordance with
collective bargaining agreements.

6.3 Pay Rates and Ranges for Full-time Non-represented Employees

All MERC full-time non-represented employees are compensated in accordance with the <
Commission’s merit-based compensation program. which,is intended to compensate employees
based on their job performance and contribution to MERC. Under this program, employees’ base
pay increases are tied to their performance as evaluated under section 8.1 of these policies,, The
General Manager or his or her designee shall administer jts merit-based compensation program.
JUnder the ynerit-based compensation program, employees do not receive annual cost of living
adjustments to their pay. '

A, Base Pay

FEmployees shall receive base pay with the pay range for their classification. Pay ranges
reflect the market pay levels for similar jobs in the labor markets where the Commission competes
for qualified labor. The pay range minimum is the lowest base pay rate payable to an employee. ,The
pay range maximum js the highest base pay that the Commission will pay for a job.

.To ensure that the Commission’s pay ranges reflect the current market value of Commission®
jobs, the Human Resources Manager or designee will trend the salary ranges yearly. In addition, the
Human Resources Manager or designee shall conduct a classification and compensation study at
least every five years.

C Pay Below the Range Minimum

No employee’s pay will be below the minimum of the pay range for the employee’s job. In
the case of annual pay range adjustments, the Human Resources Manager or designee will review
the pay impact on any employees whose pay falls below their respective pay range minimum
following the range adjustment. Employees who fall below the new range minimum will be placed
at the minimum of the range.

D New Hire Rates
The starting pay for new hires is usually at or near the minimum of the pay range. In some
situations it may be appropriate to recognize the candidate’s experience. The Human Resources

Manager or designee and the hiring manager will determine the starting pay of the new employee.,

E. Annual Pay Increases
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Each year the Commission will determine if an annual_merit-based base pay increase will
be provided to eligible employees. This decision will be based on the Commission’s ability to pay
and the pay practices of the outside labor market.

If the Commission authorizes annual pay increases, merit increases will be effective on a
common date for eligible employees. To be eligible. employees must have been in their current
classifications for at least six_(6) months and have successfully completed probation in that
classification, Base pay increase amounts will be determined by the General Manager on an
annual basis, employing a merit matrix. The amount of an emplovee’s increase shall be
determined by the individual employee’s performance rating for that vear, and the individual
emplovee’s quartile position in his/her salary range. Merit increases mayv not result in an
emplovee’s salary falling above the range maximum,

F. Completion of Probation

There shall be no increase upon the completion of the probationary period.

6.4 Lump Sum Award Program for Non-Represented Emplovees

Each year, the General Manager, or designee. may recommend to the Commission a set of
organizational goals to be the basis for results-based lump sum incentive awards for eligible staff,
based on the organization's performance and ability to pay. Upon Commission approval of the
program plan, the General Manager. or designee, will administer the lump sum award program.

6.5  Effects of Promotion on Pay for Full-time and Part-time Non-represented Emplovees Deleted: 4

and Full and Part-time Represented Emplovees

An employee who is promoted will be placed at the minimum of the range or receive a five
percent (5%) increase, whichever is greater. An employee who has been promoted is not eligible

for mmerit-based pay increases while on promotional probation. ( Deleted: Pay For Performance
6.4 Voluntary Demotion Deleted: 5

If an employee voluntarily demotes, as approved by the Facility Director and General
Manager, to a class having a lower pay range, the employee’s pay rate shall not be reduced as long
as the pay rate is within the pay range of the lower classification. If the employee’s pay rate is
above the pay range of the lower classification, the pay rate will be reduced to the maximum pay
rate of the new range.

6,  Disciplinary Demotion Deleted: 6

Disciplinary demotion will result in a reduction in pay to any level in the pay range of the
lower class determined by the department head, and approved by the General Manager or
designee, At the discretion of the department head and Facility Director an employee’s pay may be
red circled.
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68  Lateral Transfer

A lateral transfer is the voluntary or involuntary movement of a Commission employee
from one classification to another classification having the same pay range or to another position
in the same classification, as approved by the Facility Director and the General Manager. Lateral
transfers within the same classification do not require completion of a new probationary period. In
the case of a lateral transfer, the employee’s pay will remain the same.

6.9  Pay Range Adjustments

A. A pay range adjustment is a change in pay range assigned to a particular
classification as authorized by the Commission. Pay range adjustments are distinguished from step
or nerit-based increases and are not intended to give recognition to quality of performance. An
employee whose pay range is adjusted will normally be placed at the closest comparable place in
the new range without a reduction of pay._If, the employee’s salary is above the maximum of the
new range, the employee’s salary will be “red circled” until such time as jt falls within the salary

range.

When an employee’s salary range is adjusted and the employee’s salary falls below the
salary range minimum, the employee’s salary will be increased to the minimum of the adjusted
salary range.

B. Pay adjustments to non-represented classifications are implemented through
trending and/or through a classification and compensation study, in accordance with Section 5.6 of
these policies.

6.10 Qvertime — Non-represented Non-exempt Emplovees

A. At a minimum the Commission shall pay overtime rates in accordance with
applicable law with regard to payment of overtime wages. The Commission may choose to exceed
the law.

B. No overtime shall be worked by non-exempt employees without the prior approval
of the department head or their designee.

C. Overtime shall be paid at the rate of time and one-half (1 '/2) for the time actually
worked in excess of the regularly scheduled forty (40) hours in one week,, The workweek for
MERC staff begins at 12:00 a.m. Thursday and ends at 11:59 p.m. on Wednesday.

D. For the purpose of computing overtime, hours worked shall include only time
actually worked by the employee, and shall not include holiday pay, vacation pay, sick pay,
compensable on-the-job injury pay, or leaves of any type.

6.11, Overtime— Represented Non-exempt Emplovees
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For represented non-exempt employees, the Commission shall pay overtime rates in
accordance with applicable law or as required by the applicable collective bargaining agreements,
whichever is greater,

6.12 Exempt Employees ( Deteted: 1 )
[ Deleted: Overtime - j

A.  [Exempt employees are not subject to overtime pay, It is understood that an exempt Deleted: No overtime shall be paid to ¢
employee may have to work on occasion beyon.d business h.ours and that extra work hours b.eyond Deleted: Time worked ona holiday
the usual workday or workweek are part of the job expectations for an exempt employee._Time may be taken at a later date upon the
worked on a holiday may be taken at a later date upon the approval of the supervisor. approval of the supervisor.

B. At the department head’s discretion, some unrecorded personal time off may be .
utilized to accommodate a reasonable balance of flexible working hours. Recorded time off is not
appropriate.

C. The Commission expects that exempt employees will fulfill their position

responsibilities and that their work performance will be evaluated by overall results, rather than
merely by the number of hours worked. For this reason, infrequent absences of less than a half-day
by an exempt employee that do not negatively impact expected work performance and
productivity will not be tracked or covered through the use of leave accruals.

However, when an exempt employee has an absence of four hours or more, such absence
should be covered through the appropriate leave accruals. Absences of less than a full day in cases
where there are not available leave accruals must not result in salary reduction, and supervisors
and exempt employees should explore options available to meet productivity expectations, such as
flexing a particular week’s schedule. Absences of a full day or more, where there are no available
leave accruals, may result in reduction in salary eamed for that pay period when authorized by the
Facility Director or designee.

D. Exempt employees are expected to complete their job in whatever amount of time it
takes. If an exempt employee routinely completes their work in less than 40 hours a week their
workload maybe adjusted by the supervisor, manager or Facility Director.

Excessive absences may indicate a work performance problem that should be addressed
through performance evaluation and, if necessary, the disciplinary process.

E. In accordance with law, exempt employees may not be suspended without pay
except in increments of one week or more.

SECTION 7~ PAY POLICIES

7.0 Pay Periods

Employees shall be paid at least semi-monthly.
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7.1 Pav Davs

Standard paydays will be on the 10™ and 25" of each month or the immediately preceding
business day when a payday falls on a holiday or weekend.

7.2 Over and Underpavments

In the event an employee does not receive wages or benefits to which the employee is
entitled, the Commission shall correct the error and provide all wages and benefits owed to the
employee.

Should administrative errors result in an employee receiving wages or benefits to which
the employee is not entitled, the Commission shall notify the employee in writing and make
arrangements to recover the overpayment, through either reimbursement or future payroll
deductions authorized by the employee, as provided by law.

SECTION 8 - PERFORMANCE EVALUATIONS

8.0 Performance Evaluations — Purpose

The purpose of performance evaluation is to assess an employee’s work performance over
a specified length of time_and to recognize performance strengths and weaknesses,_ An employee
may seek assistance from his/her upper management or the Human Resources Manager in
facilitating discussions with his/her supervisor about performance evaluations or differences in
perspective about the employee’s performance, .

It is the goal of the Commission to evaluate every full and part-time regular status employee
no less than once each fiscal year. A satisfactory performance evaluation is not a guarantee of an
increase in wages, salary or benefits, advancement or continued employment. An employee who does
not receive a performance review should not assume that his or her job perfonnance is satisfactory.
The Commission’s failure to provide an employee with a performance review does not entitle the
employee to any rights or recourse.

An employee has a duty to report the failure of a supervisor to perform a timely evaluation.

8.1 Performance Evaluation for all Full-time, Non-represented Emplovees

As part of the Commission’s merit-based compensation program, every full-time, non-
represented employee will have performance jndicators appropriate to his or her position and
classification. An employee’s performance will be evaluated by the employee’s manager at least
two times a year, in January and June. For every employee in his or her work group, a manager
shall submit to the Human Resources Manager a complete written evaluation. The mid-year
evaluation is due no later than January 31. The year-end evaluation is due no later than July 31.
The year-end evaluation will become part of the employee’s permanent personnel record.
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In the event that an employee disagrees with a manager’s written evaluation of the
employee, no later than fifteen (15) calendar days after the date of the written evaluation, the
employee may note his or her disagreement and attach a statement of clarification to the
evaluation form. The manager has final authority, for the evaluation.

8.2 Performance Evaluation for Full and Part-time Represented Emplovees and Part-
time Non-represented Employees

Supervisors should evaluate the performance of their non-temporary employees annually
or more frequently, prior to the employee’s anniversary date, and forward the written performance
evaluation to the Human Resources Manager.

Performance reviews should be sufficiently specific to inform and guide employees in the
performance of job duties and responsibilities and to provide the necessary documentation for
management’s personnel decisions.

In the event that an employee disagrees with a manager’s written evaluation of the
employee, no later than fifteen (15) calendar days after the date of the written evaluation, the
employee may note his or her disagreement and attach a statement of clarification to the
evaluation form. The manager has final authority to establish the evaluation.

Performance evaluations are intended to be a management tool for supervisors and
managers, and a tool for employees to use in their professional growth and career development.
An employee’s receipt of a positive performance evaluation does not guarantee or promise that the
employee will receive an increase in pay or continued employment. Similarly, a supervisor’s
failure to provide an employee with a performance review does not guarantee that an employee’s
performance is satisfactory.

8.3 Performance Evaluation for Full and Part-time Represented and Non-represented
Probationary Emplovees

All initial and promotional probationary employees shall have their work performance
evaluated by their immediate supervisor at least two times during their probationary period.

8.4 Performance Communication

The supervisor shall communicate the results of a performance evaluation to the employee_and
allow the employee a reasonable opportunity to review the written evaluation. The employee must
acknowledge that they have reviewed the evaluation. In the event the employee refuses to sign the

evaluation form, the supervisor will acknowledge the employee’s refusal to sign in writing on the form.

The employee shall receive a copy of the evaluation before it is placed in the employee’s personnel
file. No later than fifteen (15) calendar days after the date of the written evaluation, employees may
attach a statement of clarification to their evaluation form.

8.5 Unsatisfactory Performance Evaluations
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If an employee receives an unsatisfactory performance evaluation, the employee shall be
placed on a work improvement plan with specific goals and timelines to improve performance. If
an employee does not meet the requirements in the plan, the employee will be disciplined up to
and including termination.

SECTION 9 - SELECTION OF EMPLOYEES

9.0 Equal Employment Opportunity

It is the policy of the Commission to ensure that equal employment opportunities exist for
all applicants and employees without regard to their race, color, religion, national origin, sex,
sexual orientation, gender identity. age, marital status, Vietnam era or Disabled Veteran status, or
disability for which reasonable accommodation can be made, or any other status protected by law.
Equal opportunities and considerations will be afforded in recruiting, selecting, hiring,
transferring, promoting, compensating and terminating employees.

Recruitment efforts will be coordinated in cooperation with the hiring department.
Recruiting publicity will be distributed through appropriate media to meet promotional, First
Opportunity, and Equal Opportunity guidelines. Such publicity will indicate that the Commission is
an Equal Opportunity Employer and will be designed to attract a sufficient number of qualified
candidates. Recruitment shall continue for a period of time sufficient to assure an opportunity for the
promotional, First Opportunity, and general public applications as provided for in Section 9.1.D of
these policies.

Any Commissioner or employee who has a question about MERC’s Affirmative Action
Program may obtain a copy from the Human Resources Manager.

The Commission has delegated the responsibility of making final hiring decisions to the
General Manager or designee. The following sections describe the selection process that generally
will be followed, but where the General Manager determines that an immediate appointment or
hiring decision is necessary, the General Manager or designee retains the right to make such a
decision,

9.1 Announcements and Posting

A, All promotions and appointments to vacancies shall be based on the requirements
of the position and organizational and operational needs of the Commission. All recruitment
periods listed below may be extended only with the approval of the General Manager or designee
prior to the announcement of any recruitment.

B. Internal Recruitment

Internal recruitments are openings for which current full and part-time regular status
employees who have successfully completed their initial probationary period and Metro
employees who qualify as internal candidates under the Metro Code may apply before members of
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the general public will be considered. There will be no internal application process for limited
duration positions.

The internal recruitment will be posted for seven (7) calendar days. Postings will be placed
prominently in employee areas in all Metro and Commission facilities. Internal applicants will be
given first consideration for these internal recruitments. Internal applicants who meet the
minimum qualifications and pass the supplemental screening for the position may be interviewed
in this internal recruitment process.

Should no internal applicant be selected through this process, the First Opportunity area
recruitment process will begin, unless the hiring manager has approved simultaneous internal and
First Opportunity recruitments, as specified below.

C. First Opportunity Recruitment

The First Opportunity Program is intended to provide maximum employment opportunities
for economically disadvantaged residents living in the First Opportunity Target Area._In order to
expedite the recruitment process in instances of entrv-level recruitments or recruitments for hard
to fill positions, a hiring manager may approve commencing the First Opportunity recruitment
process simultaneously with the internal recruitment process.

First Opportunity recruitments are openings for First Opportunity area applicants for vacant
positions. In addition to standard recruiting techniques, good faith outreach efforts will be made
through target area job training and economic development agencies to identify, recruit, assist, and if
necessary, train and 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 First Opportunity Target Area newspaper. First Opportunity applicants will be given
consideration for the employment opportunities after the internal recruitment process has concluded.
First Opportunity applicants who meet the minimum qualifications and pass the supplemental
screening for the position shall be interviewed in this First Opportunity Target Area recruitment
process.

Should no First Opportunity Target area applicant be selected through this process, the
general recruitment process will begin, unless the Facility Director has approved simultaneous
commencement of all recruitment methods, as specified below,

D. General Recruitment

_ In the event no qualified applicant is selected through the internal or First Opportunity
process, standard recruiting techniques will be used to attract a sufficient number of qualified
applicants from which one or more may be selected. In order to_expedite the recruitment process
in instances of specialized industry positions, the Facility Director may approve commencing all
recruitment methods (internal. First Opportunity, and standard) simultaneously. The period of
recruitment will be indicated on job announcements and advertisements.
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9.2 Voluntary Demotion

The standard selection process may be waived by the Human Resources Manager or
designee in the event of a voluntary demotion when the demoted employee is deemed qualified
and a vacancy exists.

9.3 Applications

The Commission or designee may elect to receive and/or screen the applications.

9.4 Employment of Relatives or Near Relatives

No relative or near relative shall work together in a 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 of the Facility Director.

If two employees who are in a supervisory/subordinate role or who work as co-workers in
the same department become near relatives, the Facility Director’s and Human Resources
Manager’s approval is required for their continuation in the same working relationship. Approval
for such appointments may be granted when justified as being in the best interest of the
Commission.

Near relatives are husband, wife, son, daughter, father, mother, brother, sister, father-in-
law, mother-in-law, aunt, uncle, niece, nephew, grandparents, grandchildren, domestic partner and
equivalent relatives of the employee’s domestic partner or any relative living in the employee’s
household.

SECTION 10 - RECORDS
10.0 Personnel Records

An official personnel file shall be maintained for each employee of the Commission.
The personnel file will constitute the official record of an individual’s employment with the
Commission. No information that reflects critically upon an employee shall be placed in an
employee’s personnel record without giving a 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 a work related need for information.
Management staff must have job-related reasons to have access to job-related information in an
employee’s file. Upon request to the Human Resources Department employees 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.
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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 for purposes of
employee evaluations and managing their employees. Working files are not official personnel
files.

SECTION 11 - PROBATIONARY PERIOD

11.0  Purpose

The initial and promotional probationary period shall be a continuation of the screening
process and shall provide the supervisor an opportunity to observe the employee’s work, to train,
instruct and aid the new employee in adjustment to the new position, and to reject any employee
whose work performance fails to meet required standards. The successful completion of probation
is for the Commission’s internal screening process only, and does not confer any form of tenure or
other expectation of continued employment.

11.1 Duration

All initial full-time or part-time appointments, or transfers to a new classification within
the same salary range, and all promotional probationary appointments shall be tentative and
subject to a minimum probationary period of six (6) full months of service unless otherwise
specified in an applicable collective bargaining agreement.
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11.2 Time Missed During the Probationary Period

If an employee is absent from work for any full or partial work days totaling full work days
for any reason during the initial or promotional probationary period, the employee’s probationary
period shall be extended by the number of days the employee was absent from work.

Employees are entitled to use their accruals during their promotional probationary period.

11.3 Evaluation Prior to the End of Probationary Period

It shall be the goal of the Commission that employees have their work performance
evaluated by their immediate supervisor at least two times during their probationary period. The
first evaluation should occur approximately midway through the probationary period, and the
second evaluation should occur prior to the end of the probationary period. A supervisor’s failure
to evaluate an employee during probation does not mean the employee automatically successfully
completes probation.

11.4 Voluntary Demotion
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Voluntary demotions do not require an additional probationary period if employees have
completed their initial probationary period.

11.5 Action at End of Probationary Period

Before an employee’s probationary period ends, the supervisor must take one of the
following actions:

A. Affirm that the services of the employee have been found to be satisfactory and
recommend for department approval that the employee be given regular status in the position.
Full-time non-represented employees and their supervisors shall establish goals and objectives for
the remainder of the fiscal year.

B. Recommend for department approval that the employee’s services be terminated, or
in the case of a promoted employee who has completed their initial probationary period, but who has
not successfully completed their promotional probationary period, that the employee shall be
returned to a position, subject to availability, in the previously held classification. Employees
serving their initial probationary period may be disciplined 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 discipline or termination of a regular status employee.

C. Non-represented Employees. An employee’s probationary period may be extended
for a period of time not to exceed an additional three (3) months, with written notification as to
reasons for the extension given to the employee and the Human Resources Manager.

D. Represented Employees. Extending a probationary period will be done in
accordance with the applicable collective bargaining agreement.

11.6  Accrual of Leave During Probation for Full-Time Appointments
A.  Sick Leave

Sick leave benefits are based upon or earned in connection with time worked. Sick leave
may be used after completion of 90 days of service with the Commission.

B. Vacation Leave

Vacation leave benefits based upon or earned in connection with time worked shall
accumulate during an employee’s initial probationary period. An employee may not take paid
vacation leave during probation. Upon successful completion of the initial probationary period,
employees will be credited with accrued vacation leave and will be eligible to take accrued

vacation leave with pay. An employee who resigns or is terminated during the initial probationary
period shall not be entitled to vacation leave payment.

C. Personal Days

Personal days cannot be utilized by employees in their initial probationary period.
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D. Funeral Leave
Funeral leave benefits shall be provided as described in Section 16.5.

11.7 Accrual of Leave During Probation for Part-time Appointments

Part-time employees are not eligible for leave accrual or benefits.

SECTION 12 - EMPLOYEE CONDUCT

12.0 General - Emplovee Responsibilities

Employees are expected to maintain satisfactory work performance standards. Consistent
with this expectation, an employee is encouraged to learn the performance criteria for the job and
the guidelines, policies, procedures, work rules, standards of conduct established by the
Commission, and any other applicable laws and regulations.

Commission employees shall not accept any outside employment that prevents them from
performing the duties and responsibilities for their position or creates a conflict of interest.

Employees failing to comply with the standards outlined below are subject to disciplinary
action up to and including termination.
l v [Deleted:

12.1 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.

-)

Page Break

B. No official, employee, or any other person shall attempt to coerce, command, or
require any Commission employee to influence or to give money, service, or other things 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 aid or promote any political committee or the nomination or election of any

person to public office while on the job during work hours. However, nothing in this section is
intended to restrict the right of'a public employee to express personal political views.

12.2 Emplovee Whistle Blowing

A. Policy
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1. MERC complies with the Oregon Whistleblower Law, ORS 659A.200 to
659A.224, which protects public employees who report or disclose
instances of improper or unlawful governmental action (commonly referred
to as “whistle blowing™).

2. MERC encourages its employees to report improper or unlawful
governmental action by MERC or its officials or employees. Any employee
who reports improper or unlawful governmental action shall be protected
from retaliation and disciplinary action. As required by ORS 659A.218,
the identity of any employee who reports improper or unlawful
governmental action shall be kept confidential unless the employee
consents in writing to the disclosure of his or her identity.

3. No MERC employee shall prevent, discourage or interfere with an
employee who wishes to report improper or unlawful governmental action
by MERC officials or employees.

4, No MERC employee shall retaliate or take disciplinary action against an
employee for reports or disclosures protected by the Oregon Whistleblower
Law.

B. Procedure for Reporting

1. An employee who wishes to disclose information that the employee
reasonably believes is evidence of a violation of law, mismanagement,
gross waste, abuse of authority, or public endangerment should report the
matter to his or her supervisor. If the employee’s report involves his or her
supervisor, the employee may report the matter to his or her Facility
Director or to the Human Resources Manager.

2. The supervisor or other official receiving the report shall promptly notify
the Human Resources Manager. The Human Resources Manager shall
determine how to investigate the report, and shall promptly cause an
investigation to be conducted into the report. The Human Resources
Manager will prepare a written summary of findings of the investigation
within 30 days after receiving the report, unless the Human Resources
Manager establishes a different deadline for preparing a summary of
findings.

3. Upon conclusion of the investigation, the Human Resources Manager, the
supervisor, or the other official who received the report shall meet with the
reporting employee to discuss the results of the investigation, except that
any resulting personnel actions shall be kept confidential to the extent
required by law.
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4. Upon conclusion of the investigation, the Human Resources Manager shall
promptly communicate the findings of the investigation to the MERC
General Manager and the Facility Director of the facility involved.

5. MERC recognizes that, despite this policy, from time to time an employee
may make a report to a MERC employee other than his or her direct
supervisor. In such a case, the MERC employee who receives the report of
improper or unlawful governmental action from an employee not in their
supervision shall promptly disclose the report to the Human Resources
Manager, who shall investigate the report as described above.

12.3 Abandonment of Position

An absence of three consecutive days or shifts without notifying the supervisor or manager
is job abandonment and may be considered a voluntary resignation.

12.4 Appearance and Conduct

Public relations are an integral part of each Commission employee’s job. Appropriate and
neat appearance that ensures workplace safety and projects a professional image is essential to the
productive and efficient operation of the workplace.

12.5 Attendance

Tardiness and absenteeism adversely affect the efficiency and service level of the
Commission. Employees who cannot report at the designated starting time must notify their
supervisor immediately.

Absenteeism or tardiness that is unexcused or excessive in the judgment of the
Commission will result in disciplinary action, up to and including dismissal.
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Harassment is behavior which is reasonably perceived by the receiver as unwelcome and+
includes. but is not limited to the use of verbal/written derogatory or discriminatory statements.
denigrating jokes, unwelcome touching, offensive remarks. put-downs, epithets, slurs or negative
stereotyping, displays, objects and materials which create an offensive work environment.
Harassment does not refer to behavior or occasional compliments of a socially acceptable nature.
It refers to behavior that is not welcome. or that is offensive. fails to respect the rights of others,
lowers morale and interferes_with work effectiveness. _Such behavior or tolerance of such
behavior, on the part of management or_employees violates MERC's policy and may result in
disciplinary_action up to and including termination. even if the conduct does not necessarily
constitute a violation of the law.

MERC's discrimination and harassment policy applies to all conduct on any of MERC s+
premises and to conduct off of MERC's premises that has an effect upon an emplovee’s work
environment,

v

Y B. It is the policy of MERC that no employee. customer. vendor, or appointed official
may do any of the following: (This list represents examples and is not intended to be inclusive.)

1. Make unwelcome sexual advances. or requests for sexual favors or other inappropriate«
verbal or physical conduct of a sexual nature.

(N ]

Make_stereotypical offensive comments, jokes, innuendo or threats about a person’se
protected status (e.g.. race, color, religion, sex. national origin, age, etc.)

3. Bring suggestive or offensive objects or pictures, cartoons, or graphics onto MERCs
premises, either electronically or otherwise.

4. Make suggestive or insulting sounds or obscene gestures, leering. staring, or whistling. «

5. Make unwanted physical contact with others. such as touching. grabbing, pinching.s
brushing the body. neck or back rubs. coerced sexual intercourse and assault.

Management and appointed officials must_demonstrate by their own conduct that they<
support and enforce MERC"s policy, they must take prompt action if a problem is reported, and
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1. Submission to such conduct is
made either explicitly or implicitly a term
or condition of instruction, employment,
or participation in other Commission
activity;]
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2. Subinission 1o or rejection of such
conduct is used as the basis for evaluation
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discrimination or harassment in the workplace, they must contact the Human Resources Manager
immediately.

C. Complaint Procedures: Any employee subijected to discrimination or harassment is
encouraged to proceed under the Complaint Procedure in this policv. Emplovees who observe or
who are aware of situations involving discrimination or harassment must immediately notify their
supervisor or the Human Resource Manager. Discretion will be used during the investigation in
order to maintain as much confidentiality as_is possible, while still being able to effectively
complete the investigation.
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1. JInformal Procedure

Some people who allege that an act of discrimination or harassment has occurred simply+
want it to_end, and do not wish to go through a protracted formal or legal procedure. The
following informal procedure is established to address that need. however, a person making a
complaint is not required to use this procedure either in lieu of or prior to proceeding with a formal

complaint:

a. LAny employee who alleges that an act of discrimination or harassment by
another employee. customer. vendor, citizen or appointed official has
occurred, may verbally request an informal investigation of the allegation
by either his/her Manager/Director or the Human Resource Manager..

b, «Ihe Manager/Director or Human Resource Manager shall, after appropriate
investigation of the complaint, determine what informal remedial action, if
any. shall be taken. The Manager/Director or Human Resource Manager
shall inform the complainant and alleged harasser of the determination and
any action to be taken.

[ Jf the complainant does not feel that the informal procedure satisfactorily
resolves his/her complaint, or if the complainant does not want to initiate
the informal procedure, he/she mav proceed with the formal complaint

procedure below. ’

d. All management and supervisory personnel, who have received a report or
complaint of discrimination or harassment, shall immediately inform
MERC"s Human Resource Manager. The Human Resource Manager shall
make arrangements for the prompt and proper investigation of such report

or complaint

e. Discretion will be used during the investigation in order to maintain as
much confidentiality as possible while still being able to effectively
complete the investigation,

2, Formal Procedure

An employee who alleges that an act of discrimination or harassment by another employee,
customer, vendor. citizen or appointed official has occurred may file a complaint in writing to the
Human Resources Manager.

A complaint_filing must include the following information:

| a Complainant’s name and class status (¢.g.. race, sex, disability, age, veteran
status, sexual orientation, etc.), if applicable;

| b. Nature of the complaint, date the alleged violation occurred, and the name
of the person who is the subject of the complaint; and
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If the complaint is in regard to a vendor, contractor or subcontractor, the
name of that organization.

| 5

| 3. ,The Human Resources Manager or designee shall;

I a Thoroughly investigate the complaint and establish a file of findings;
Submit the findings with a recommendation to the General Manager or .
his/her designee;

| G Inform the complainant and the alleged harasser of the determination and any
action to be taken; and

I d Notify complainant of relevant avenues of appeal, if appropriate.

4. Applicant complaints: Any individual who has made application for employment

and alleges that an act of unlawful discrimination_has occurred may file a complaint in writing to
the Human Resources Manager as set forth in the formal procedure outlined above.

v

D, Retaliation

Any employee who files a complaint of discrimination or harassment. participates in the
investication of a complaint, or reports harassing or discriminatorv behavior shall not have their
conditions of employment negatively impacted as a result. In addition, if an emplovee is the
subject of or are aware of a complaint, that employee must refrain from taking any retaliatory
actions against the person who complained or others participating in the investigation. Retaliating
because of a discrimination or harassment claim_may be disciplined up to and including
termination.

| J2.8 Drug/Alcohol Abuse Policy

Employees may not possess, be under the influence of, or use any alcohol, intoxicant, or
narcotic on the way to work, on the job, or on Commission premises (including parking lots,
| Adjacent parking lots, or surrounding buildings). In addition, the unlawful manufacture,
distribution, possession, or use of controlled substance is prohibited in the workplace and on
Commission property.

If a representative of the Commission has reason to believe that an employee is unable to
perform the duties of his/her job in a safe and productive manner, or if in management’s opinion
the employee’s presence on the job creates a risk to the safety and well-being of the employee or
others, the public or Commission property, the employee will be immediately suspended from the
workplace.

A, An employee who believes they have a problem involving the use of alcohol or

drugs can ask a supervisor or the Human Resources Manager for confidential assistance. No
discipline or discrimination will result from an employee asking for such assistance.
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The Commission also agrees to work jointly with the employee to identify all Commission
and, if applicable, union benefits and benefit programs that may be available to help deal with the
problem, such as leaves of absence, sick pay, short-term or long-term disability pay, and health
insurance. Any continuing rehabilitation treatment will be paid for by the employee and whatever
employee coverage for such treatment that is provided by the existing benefits package. The
request for assistance and any later treatment program will be kept as confidential as possible
under all the factual circumstances.

Although the Commission recognizes that alcohol and drug abuse can sometimes be
successfully treated and is willing to work with employees who may suffer from such problems, it
is the employee’s responsibility to seek such assistance BEFORE drug or alcohol problems lead to
on-the-job safety or misconduct incidents, or violations of this policy and to corresponding
disciplinary action. AFTER a drug or alcohol-related accident, an employee’s willingness to seek
Commission or outside assistance will NOT excuse the violation and generally will have no
bearing on the determination of an appropriate penalty.

A *“last chance agreement” will be required of an employee once the problems have been
identified or assessed and a treatment program started. Failure to sign or to live up to the last chance
agreement or treatment program obligation will be grounds for discipline, including termination.

B. Prohibited Conduct

1. Alcohol. The possession, transfer, sale, offering, consumption or being
under the influence of any intoxicating liquor while on Commission
property is prohibited. IMPORTANT: The conduct prohibited includes
consumption of any intoxicating liquor prior to reporting to work or during
breaks or lunch periods or on the job, unless specifically associated with
official Commission business.

2. Drugs. The possession, transfer, sale, offering, consumption or being under
the influence of any narcotic, hallucinogen, stimulant, sedative, or drugs
(except as authorized and prescribed by a physician and then only if
reported to the supervisor prior to beginning work) while on Commission
property or time (such as on customer’s premises).

EXCEPTION: The use of medically prescribed or over-the-counter drugs
during working hours is approved, and an employee shall have no '
obligation to inform their supervisor of such usage unless the prescribed or
over-the-counter drug contains a warning notice of possible impairment
which may prevent an employee from performing their job safely and
adequately; for example, operating mechanical equipment. An employee
must inform their supervisor that they are taking prescribed or over-the-
counter drugs, which contain a warning of possible impairment prior to
beginning work each day they are using the medication.
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IMPORTANT: The conduct prohibited by this rule includes consumption
of any such substance prior to reporting to work or during breaks or lunch
period or on the job. An employee who tests positive for any such
substances by screening and confirmation tests, including an employee who
tests positive as the result of an authorized prescribed substance that was
not reported to the supervisor prior to beginning work, will be deemed
*“under the influence” for the purposes of this rule.

C. Right to Test

When the Commission reasonably suspects that an employee has consumed or is under the
influence of 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 urinalysis. Failure to promptly give written consent,
without qualification, to such testing and failure to provide samples for such testing will be
grounds for immediate suspension pending further investigation and consideration, and for
discipline, including termination.

The Commission will bear the expense of all testing under this provision requested by the
Commission. A positive test must be confirmed by a second test, which uses a different
methodology than the one used for the initial positive result. An employee subject to testing will,
upon request, receive a 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.

D. Commercial Driver’s License (CDL)

All Commission employees holding CDLs that operate commercial vehicles on behalf of
the Commission will be subject to the federally 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 affect those employees
required to maintain a CDL as part of their jobs. The Commission will follow and meet all Federal
regulations,

12.9, Ethics Policy

All MERC Commissioners and employees are covered 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 a question about the state ethics lJaws may obtain a copy of the law’s
requirements from the Human Resources Manager.
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| 12.10 Travel Policy ( Deteted: 1

[ A.  Policy Statement (Deteted: 1

Travel for the purpose of enhancing business opportunities and improving service and
operations is an integral part of MERC’s mission. It is the policy of the Commission to keep such
expenditures at a cost-effective level without prejudicing the purpose of the travel.

It is the policy and practice of the Metropolitan Exposition-Recreation Commission
(MERC) to reimburse its employees and Commission members for business travel expenses that
are ordinary and necessary business expenses including: reasonable travel, lodging, subsistence,
and related expenses incurred while conducting business, providing that the expenses are prudent
and directly related to the individual’s service on behalf of MERC.

Those who travel on MERC business are expected to neither gain nor lose financially with
respect to such travel costs.

The provisions in this policy can only be exceeded under limited circumstances regardless
of a department’s ability to fund expenses at a higher level. The policy can only be exceeded with
prior written approval of the Facility Director or General Manager.

| 1. Purpose._This policy governs out-of-town and local travel used to conduct
official Commission business.

The intent of the travel policy and procedures is to clearly identify, for
MERC Commissioners and employees, those expenses considered a
legitimate and appropriate part of MERC travel costs.

The procedures stipulate the way in which travel is to be arranged and
details the various methods by which travel expenses may be paid.

[~

Principles. Traveling employees are expected to exercise prudent judgment ( Deleted: Page Break

regarding the ordinary and necessary business expenses covered by this
policy. This does not mean that the least expensive alternative available
must always be adopted. It does mean that the employee is expected to
exercise prudent judgment regarding expenses and cost should be an
important determinant in decisions regarding travel arrangements.

Employees are encouraged to plan ahead in order to take advantage of the
best possible travel rates. All efforts should be made to take advantage of
reduced fares or discounts.

Prior to approving travel, managers should feel confident that the travel is
necessary to meet facility and MERC objectives, the employee assigned to

travel is the appropriate person for the assignment, and the expenditure to
be incurred is budgeted, cost effective, and promotes the mission of MERC.
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Administration,_The Facility Director reviews and approves travel and
travel expenditures. The Deputy General Manager, or designee, is
authorized to oversee the reimbursement program, design and distribute
forms and instructions, and carry responsibility for submitting claims to
Metro for reimbursement in a timely manner. Claims will be processed in
accordance with administrative procedures.

B. Travel Expenses — General

Local travel is defined as travel within a 55-mile radius of Portland. Personal car mileage is
reimbursed at the current Internal Revenue Service allowable rate. Travel expenses related to travel
55 miles and under are considered local travel and are reimbursed through weekly expense reports.

Out-of-town travel is defined as travel in relation to official Commission business that
requires the employee to travel more than 55 miles from Portland.

L

to

o

Accommodations. When out-of-town travel requires overnight absence,
reimbursement will be made for the actual cost of reasonably priced lodging
not to exceed the single occupancy rate established by the hotel (unless
employees share accommodations). Many establishments offer lower rates
for government travelers. The employee should ask for and secure such
rates when they are advantageous to MERC. Lodging expenses in excess of
the Runzheimer Meal-Lodging Cost Index may only be used if their use
cannot be avoided or business demands it. No payment will be authorized
for lodging in a private residence.

Airfares, Airtravel expenses shall not exceed standard coach fare except
for exceptional circumstances that must be explained and approved in
writing by the Facility Director or MERC General Manager.

Alternative transportation. If an employee elects to use an automobile or
train in lieu of flying, they will be reimbursed at the round trip coach air
fare, the current mileage reimbursement or the train fare, whichever is
lesser. If an employee cannot take a particular mode of transportation for
health reasons they may be reimbursed at the current mileage
reimbursement or coach train fare.

Reimbursement for use of a private automobile will be made at the current
rate published by the IRS. Employees authorized to use a private
automobile on MERC business are responsible for having a valid driver’s
license and liability insurance in an amount not less than the minimum State
of Oregon required automobile insurance coverage.

With approval in advance by the Facility Director or General Manager,
MERC travel may be combined with a vacation trip providing public and
private expenses are separately accounted for. Any additional expense over
the least expensive ticketing and accommodation costs for the business
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portion of the trip is the responsibility of the employee. All travel expenses
must be based solely on the business portion of the trip.

S

Expenses - Other Transportation. When the use of a rental car is required as
a business need rather than a personal convenience it may be approved by
the Facility Director and shown in the Special Requirements section of the
Travel Request Form.

It is the policy of MERC to use public transportation whenever possible.
However, miscellaneous transportation expenses essential to the transaction
of official MERC business will be reimbursed. These include, but are not
limited to, taxi and bus fares, shuttles, parking fees, ferry and bridge tolls. A
receipt is required except in cases where receipts are not commonly
provided, such as bus fare.

3. Acceptable Expenditures Related to Doing Business. Registration fees
required in connection with attendance at approved conventions,
conferences, and official meetings.

Rental of space that is used to transact official business.

Charges for necessary personnel support services in connection with
advancing MERC’s business.

Business related faxes, e-mail, photocopies, computer/laptop hookup and
support and telex charges made by an employee while away from their
normal place of work will also be reimbursed.

Emergency purchases of materials and supplies.

8. Meals. Meals will be reasonable and reimbursed at actual cost based on
receipts provided. Reasonable is defined by the Facility Director and/or
General Manager.

Meal expenses for non-employees (except spouses, traveling companions,
or other individuals not present for a MERC business-related purpose) may
be reimbursed provided the claim details the business-related purpose of the
hospitality. If the hospitality expense is anticipated to be significant the
employee should receive approval in anticipation of incurring the expense.
Gratuities for meal service are allowed up to 20% and should be included
on the meal receipt.

'~

Prospective Employees. _Applicants for positions with high-level
responsibility may, upon the approval of the Facility Director, receive travel
expenses in connection with interviewing,
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8. Automobile Mileage. Automobile mileage is reimbursed in accordance ( Deteted: 1

with the current rate published by the Internal Revenue Service. { Deteted: m

o

Personal._Certain travel expenses, such as (but not limited to): in-house { Deleted: 1

movies, special hotel facilities such as gyms, hairdressers, transportation
costs to or from places of entertainment not associated with business,
expenses of spouse or other traveling companions, non-business reading
material, dependent care, pet boarding or house sitting expenses, loss or
theft of personal effects, motor vehicle violations, or personal travel
insurance are not eligible for reimbursement.

Long distance telephone calls home are allowed provided the frequency and
duration of such calls is reasonable.

Employees are encouraged to minimize the cost of telephone calls made
from hotels through the use of alternate calling methods.

The actual cost of reasonable laundry and/or dry cleaning as evidenced by a
receipt.

J0.  Non-meal Gratuities. Porter and bell services are authorized and limited to ( Deteted: J

$2.00 per bag. Porter and bell services do not require receipts for ( Deleted:

m

A

reimbursements.

11.  Abuse _ { Deteted: k

Intentional abuse of expense claims or other violation of these policies will
result in disciplinary action up to and including termination.

[ Deleted:

Page Break:

C.  Approval Authority ( Deteted: 3

LR

Employees must receive advance authorization to travel and incur travel-related
expenditures by the Facility Director or designee. The General Manager authorizes travel-related
expenditures for Facility Directors.

Significant changes in originally approved travel plans or costs require approval of the
Facility Director or General Manager.

12.11, Confidentiality ( Deteted: 2

Employees may work with, and may have access to, information that must be kept
confidential. Such information includes customer and client data, product specifications,
production techniques, personnel records and personnel matters, payroll data, financial data, sales
and marketing activity and plans, trade secrets, and proprietary information.
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Confidential information may only be discussed with staff members and employees who
have a work-related need for information. Failure to protect confidential information is a serious
offense and subject to discipline up to and including termination.

12.12, Personal Use of Electronic Office Equipment and Network Access Policy {Deteted: 3

A. Policy Statement

Electronic office equipment and computer networks are business tools. Any personal use

of these tools should be limited in terms of length of time and frequency. It should result in no or ( Deleted: clectronic office eq

negligible cost to the public; any identifiable incremental cost should be reimbursed. No financial
gain may result from the use of public property. Personal use should cause no negative public
perception or poor image for the Commission or its employees. Business use of these tools should
protect the integrity and security of MERC's computer systems and shared information resources.
Personal reliance on workplace computers and Internet access in order to avoid the financial
expense of obtaining personal equipment or services is a violation of state law and this policy.

Violation of this policy is subject to discipline up to and including termination. ( Deleted: ¢ Network Access P

This policy applies to all network users. including employees, interns, temporary help,
volunteers. government officials and any other person who has or will have access to the network.
All computers, programs. documents and data generated. processed and/or stored on the network
or users' workstations are MERC property by ownership or license agreement. Emplovees may
only access files or programs, whether computerized or not. that they have permission to access.

B. Expectation of Privacy

Emplovees have no expectation of privacy regarding activity on MERC’s network
systems, electronic office equipment or network computers. MERC reserves the right to retrieve
and read any document, email message, Internet history log or other electronic media that is
composed, sent or received. This includes the right to retrieve or recreate any message or
document that was deleted. MERC may advise appropriate legal officials of any material
discovered and cooperate in investigations conducted by legal officials.

Emplovees may have passwords to access computer, voicemail and e-mail systems. but
these technical resources belong to MERC, are to be accessible at all times bv MERC and are
subject to inspections by MERC with or without notice. MERC may override any applicable
passwords or codes to inspect. investigate or search users' files and messages without any prior
notice to the user(s). Employees may not share passwords, or provide them to others inside or
outside of MERC and you should never access any network resources using another employee's

password.

Any MERC investigatory activity performed to retrieve or view computer contents
mentioned in the above paragraphs will be explicitly authorized by the MERC General Manager or
Deputy General Manager.,
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C. Definitions

1. _For purposes of this policy, the components of the network are:

a. All cabling used for carrying voice and electronic information “ { Formatted: Bullets and Numbering
b. All devices used for controlling the flow of voice and electronic information

including. but not limited to. switches. hubs. routers and servers
c. All computer components including, but not limited to. monitors, cases,

storage devices. modems, network cards. memorv chips. keyboards. mice,
cables, diskettes and other media. laptops and Personal Digital Assistants

PDA
d. All computer software
€. All output devices including printers and fax machines

D. Modifications of Electronic Resources

Emplovees may not modify MERC’s electronic resources. including modifying, adding or deleting
software or hardware, without written approval of the Information Technology Manager and the
appropriate Facility Director. Modifving electronic resources without appropriate permission may
be subject to discipline, up to and including termination.

E. Duty to Report “« [Formatted: Bullets and Numbering ]

Emplovees are obligated to report evidence of security breaches. the possibility of network
penetration by a virus, or unauthorized access to MERC’s Information Technology Manager.
Failure to report may be subject to discipline, up to and including termination.

F. Records Retention

All data on the network is governed by MERC's records retention policies. These policies must be
used in conjunction with anv decisions made by users about the retention of data. Any
Commissioner or emplovee who has questions about records retention requirements should direct
them to the Deputy General Manager.

G. Prohibited Uses

Prohibited uses of MERC's Internet access. email systems, and related technical resources include,
but are not limited to:

1. Hacking. or illegally attempting to access any network equipment owned by
MERC or any one else;

2. Engaging in activity for personal_gain and/or financial benefit;

3. Accessing pornographic or hate sites;
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4, Distributing junk mail, SPAM. chain letters or unsolicited announcements;

5. Distributing personal or social announcements that are not work-related,
including communicating with pen pals;

6. Disobeving copyright laws and software licenses;

7. Sharing confidential materials. comments or any password, identifving
code, personal identifving number or other confidential information without
the permission of its owner. This includes the employee's MERC

password(s):
8. Any political communication that violates Oregon or federal law;
9. Any activity that interferes with employee productivity or the operation of

MERC's technical resources:

10. Compromising MERC s electronic security or data integrity:

11. Failure to observe data protection, network security and anti-viral
processes;
12. Sending email messages that contain_content which may reasonably be

considered offensive or disruptive. Offensive content includes, but is not
limited to:

a. Angry, hostile or threatening material.

b. Obscene, indecent, lewd or lascivious material. This includes
material that explicitly or implicitly refers to sexual conduct. or
contains sexual comments or images.

¢. Material or comments that would reasonably offend someone on the
basis of his or her sex, age. sexual orientation, gender identity,
religious or political beliefs, that contains profane. sexist. racist or
other discriminatory language, national origin, disability or any
other protected class.

R Deleted: ¢ .

. Any Comunissioner or employee who
12°1; Workplace Violence has questions about MERC's Network
Access Policy should request a copy from
the Human Resources Manager.y

Workplace violence is defined as any act of physical, verbal or written aggression by an
individual in or related to the work place. This includes, but is not limited to, verbal or physical (Deteted: ¢ )
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threats or intimidation, assault or battery by an employee, former employee or visitor to a
Commission workplace. Workplace violence also includes destruction or abuse of property.

The Commission is committed to maintaining a safe work environment free of all forms of
violence for all Commission employees, agents of the Commission and customers. Any act of
violence or intimidation, including verbal or physical threats, is strictly prohibited at all times and
will lead to disciplinary action, which may include immediate termination.

12.14 Restriction of Weapons

A. No Commission employee while on duty on the premises of Commission property,
including Commission-owned or -leased parking areas, and no Commission employees while on
duty, whether on Commission property or not, shall: .

1. Possess a loaded or unloaded firearm. “Firearm” means a weapon, by
whatever name known, including pistol, revolver, gun, or rifle, which is
designed to expel a projectile by the action of an explosive, compressed air,
or spring.

2. Possess a dangerous weapon. “Dangerous weapon” means metal knuckles,
straight razor, weapon of the type commonly known as a nunchaku,
blackjack, sap, or sap glove, slingshot, bomb or bombshell, and any type of
knife other than an ordinary pocketknife with a blade not longer than three
and one-half inches. When carried with intent to use the same unlawfully
against another, “dangerous weapon” also includes any instrument or device
capable of inflicting injury to the person or property of another.

3. Possess or discharge fireworks or explosives of any nature.

B. Exception

1. Commission employees who have been authorized specifically and in
writing by the Commission or General Manager to possess firearms or
dangerous weapons as part of their job duties.

| 12.15 Accepting and Taking Items from Exhibitors

No Commission employee is permitted to accept or take items from exhibitors, promoters,
clients, or performers. Accepting or taking such itemsjs subject to disciplinary action up to and
including termination.

| 12.16 Inclement Weather

A. All employees are to assume that all buildings are open as normally scheduled
unless they are told otherwise by their Facility Director.
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B. Employees not scheduled to work or scheduled to be on approved leave during any
facility closure due to inclement weather will be compensated consistent with the work schedule
or approved leave and shall record their time according to the applicable leave policy.

C. In the event that a Facility Director or designee determines that inclement weather
conditions justify shortening the workday for facility employees, the modified hours will be
treated as the full workday for employees who report to work. Any employee who is unable to
report to work may take the time as unpaid leave or may charge the absence to any accrued leave
balance, except sick leave, but shall not be credited with paid time for the modified schedule.
Non-exempt employees who require additional travel time may take the time as unpaid leave or
may charged the additional time to any accrued leave balance, except sick leave. Employees
unable to work the full modified schedule shall follow applicable procedures for notifying a
supervisor of the absence.

D. If a facility is closed due to inclement weather, erﬁployees who are scheduled to
work will be paid for their normal work hours. If the inclement weather day was a previously
scheduled vacation day, personal day or day off, it will be treated as such.

12.17, Drivers’ Licenses

All employees driving on property managed by MERC or parking in MERC-owned or -
operated parking facilities must have a valid driver’s license.

SECTION 13 — DISCIPLINE AND DISCHARGE
13.0 General

Nothing in these Personnel Policies precludes managers and supervisors from establishing
work rules that are consistent with these policies for efficient operation and administration of the job
site, or precludes supervisors 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 under the grievance procedure established in Section 14 by these policies. The
Commission reserves the right to enter into last chance agreements with its employees.

A. Disciplinary actions shall include, but not be limited to, oral or written reprimand,
suspension, reduction in pay, transfer, demotion and/or dismissal from employment. Any of 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:

1. The employee’s performance is unsatisfactory, or

2. The Commission feels discipline or termination is appropriate for other
reasons, or
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3.

Whenever it is determined that such action is in the best interests of the
Commission.

B. The following behaviors are some (not all) examples of the types of conduct that
will result in disciplinary action. The listing of these examples is for illustrative purposes, and in
no way limits the Commission’s authority and discretion to discipline or terminate employees
pursuant to paragraph (A) of this section.

1.

2.

10.

11.

12.

13.

14.

15.

Abandonment of position;

Abuse of leave privileges;
Unauthorized absence from duty;
Below standard work performance;

Discourteous treatment of any member of the public or any Commission
employee, including but not limited to intentional tortious conduct;

Any rude, boorish, insulting, intimidating, abrasive, bullying or threatening
behavior that can be construed as creating an unproductive work place or
hostile work environment.

Possessing, using, transferring, offering or being under the influence of any
intoxicants or narcotics during work hours;

Fraud in securing appointment or promotion;

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 towards members of management;

Misuse of Commission property, funds, or records;

Neglect of duty;

Habitual or excessive absence or tardiness, or abuse of sick leave privileges;
Failure to cooperate or interfering with an intemal investigation;

Willful deceit;

Willful violation of established safety policies;
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16.  Any conviction by a court of law that demonstrates an impaired ability to
properly perform work for the Commission, or that would cause an
embarrassment or inconvenience to the Commission;

17.  Inability to get along with fellow employees so that work being performed
is hindered or below standard;

18.  Violation of any Commission regulation;

19.  Any falsification of information during the employment application or
employment appointment process, regardless of when discovered;

20.  Harassment or discrimination; ( Deteted: Unlawful h

21.  Theft, including personal or public property;

22.  Sleeping on the job;

23.  Gambling on Commission premises, including but not limited to card and,” ( Deleted: pames,

dice games;

24.  Bringing weapons on Commission property;

25.  Falsification of documents; { Deleted: .

26.  Violation of these personnel policies, established work rules, or other
management directives.

G Procedures for Suspension, Reduction in Pay, Transfer, Demotion, or Dismissal { Deteted: B

Information gathered by the supervisor will be reviewed by the Human Resources Manager
and the Facility Director prior to the supervisor taking any suspension, reduction in pay, transfer,
demotion or dismissal action. If the Human Resources Manager or designee determines a basis for
discipline may exist, then:

1. An employee may be suspended, with or without pay, pending disciplinary
action. The General Manager must approve any proposed suspension
without pay.

2. A written notice of contemplated disciplinary action 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:

a. The alleged conduct by the affected employee;

b. The violation(s); and
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c. A date, time, and place for the affected employee to have an
opportunity to address the violation(s) at a pre-disciplinary meeting.

3. Upon completion of the pre-disciplinary process, 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. No failure by the Commission 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
Human Resources Manager may, in his or her discretion, dispense with all
or part of these procedures, with or without notice to the employee.

D, The affected employee may grieve the final disciplinary action pursuant to the ( Deteted:

grievance procedure established in these policies. In the case of a dismissal action, the grievance
shall be filed at Step 2, with the General Manager, with a copy to the Human Resources Manager
or designee.

SECTION 14 - GRIEVANCE PROCEDURE

14.0 General

A grievance is a written expression of an alleged violation of these Personnel Policies,
submitted by an employee(s) for the purpose of obtaining adjustment.

It is the policy of the Commission to provide for an orderly process whereby non-
represented 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.

14.1 Procedure

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

1. A clear and complete account of the action or inaction by the department
head or supervisor, which adversely affected or affects the employee.

2. The specific provision(s) of these Personnel Policies believed to have been
violated or misapplied to the employee.

3. The date of the circumstances giving rise to the grievance and the date of
the employee’s first knowledge of those circumstances, if later.
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4. The remedy sought by the employee to resolve the grievance.

B. The employee shall present the written grievance to the supervisor within ten (10)

I business 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 (5)
Dbusiness days from the date of submission of the written grievance to the department head, it may
be submitted within another five (5) business days to the Facility Director.

C. The Facility Director and the employee will attempt to resolve the grievance within
Jen (10) pusiness days from the date of submission of the written grievance to the Facility
Director. If the grievance remains unresolved after the fen (10) business day period, the employee
must submit it within another five (5) business days to the General Manager.

D. The General Manager will discuss the grievance with the Facility Director and the
Human Resources Manager together, and an attempt will be made to resolve the grievance. The
General Manager will respond to the grievant within fifteen (15) business days from the date the
grievance was submitted to the General Manager. The decision of the General Manager shall be
final and binding.

E. Any or all time limits specified in these rules may be waived by mutual consent of
all parties.
F. 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.

SECTION 15 - RESIGNATION AND LAYOFF

15.0 Resignations

Any employee may resign from the Commission by presenting an oral or written
resignation to the employee’s supervisor or manager. To resign in good standing, an employee
must give the supervisor or manager a minimum of two weeks notice, unless, because of
extenuating circumstances, the supervisor or manager agrees to permit a shorter period of notice.
The termination form shall be promptly forwarded to the Human Resources Department by the
supervisor or manager.

If an employee who has resigned seeks to rescind the resignation, such rescission may only
be granted by the Facility Director.

The Human Resources Manager or designee may conduct exit interviews or take similar
steps to understand reasons for each resignation.
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15.1 Lavoffs

A manager may separate an employee without prejudice because of lack of funds or
curtailment of work, after giving notice of a minimum of ten (10) working days or ten (10) days
pay if notice is not given to such employee.

The conditions of a reduction in force layoff shall be as follows:

|, ( Deleted: Page Break

A. Separation and Recall Criteria

Reductions in the work force, and any subsequent recall opportunities will be based upon
the following factors:

1. Attendance, safety, and disciplinary records;

2. Job knowledge, skill, and ability to do the required work;

3. Previous work experience, including the ability to perform other jobs which
the employee may be called upon to perform as a result of the reduction in
force;

4. Past work performance and performance evaluations;

5. Ability to get along with others; and

6. Length of service.

Evaluation of these factors is at the sole discretion of the General Manager or designee.

B. Laid Off Emplovees

Laid off employees shall be placed on a layoff list and shall have the opportunity to be
considered for vacant positions in the classification in which they were laid off for a period of one
(1) year following the date of layoff. Specifically, laid off employees shall have the right to apply
as internal candidates for Metro and MERC positions for one year following layoff. A laid off
employee’s application will be determined and evaluated by the criteria listed in 15.1(A). It is the
employee’s obligation to keep the Human Resources Department informed of any changes in
address. Laid off employees who have been notified that they have been selected for a vacant
position must report to work within fourteen (14) calendar days or their names will be removed
from the layoff list. If the Human Resources Department attempts to contact the employee by mail
and the letter is returned the employee’s name will be removed from the layoff list.

C. Rejection of Appointment from Layoff List

When an employee on the layoff list rejects an offered appointment to a vacant position,
the employee’s name will be removed from the layoff list.
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D. Accrual Rates Upon Reappointment

When an employee on layoff status is reappointed by the Commission, previous accrual
rates will be maintained.

E. Employees terminated as a result of staff reduction will be eligible for vacation pay

for accumulated vacation and may be eligible for continuation of health insurance coverage
through the Consolidated Omnibus Budget Reconciliation Act (COBRA).

SECTION 16 - WORK SCHEDULES, HOLIDAYS, VACATION,
SICK LEAVE, AND OTHER LEAVES OF ABSENCE

16.0 Work Schedules

The normal workweek shall be 40 hours, Thursday through Wednesday, In order to provide
the best service to the public, facility directors may establish operating schedules for departments
that vary from the normal work schedule. Nothing contained in this section or elsewhere in the
Personnel Policies shall be construed as any guarantee of hours of work per day or per week.

A. Flexible Work Schedules

Supervisors and managers may establish employee work schedules, which vary from the
normal work schedule. The Facility Director or designee must approve all flexible work schedules.

B. Job Share

Any full-time position may be designated as a job share position by the General Manager
at the request of a Facility Director.

A Job share position is a full-time position that is shared by two employees. Benefits shall
be apportioned between the position occupants in proportion to time worked by each. Apportioning
benefits may be altered upon written agreement of position occupants. The benefits of a job share
position may not exceed the benefits of any other full-time position.

C.  Telecommuting

Telecommuting is defined as transportation and work alternatives that substitute home-to-
work commuting with working at home or at satellite work locations. In order to telecommute an
employee must receive written authorization by the Facility Director.

D. Part-time Positions

With the written agreement of the Facility Director(s) and supervisor(s), part-time non-
benefited positions may be combined to increase an employee’s hours but not for the purpose of
receiving benefits.

v
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E. Lunch and Breaks

All employees shall be allowed a lunch break of at least thirty (30) minutes, but not more
than one hour for every work shift of at least six hours. All employees are entitled to a fifteen (15)

minute paid break period for every four-hour segment or major portion thereof in the work period. If

an employee works a shift longer than 10 hours they are entitled to three paid rest breaks.
16.1 Holidavs

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

HOLIDAY DATE
New Year’s Day January 1
Martin Luther King, Jr.’s Birthday Third Monday in January
President’s Day Third Monday in February
Memorial Day Last Monday in May
Independence Day July 4
Labor Day First Monday in September
Veteran’s Day November 11
Thanksgiving Day Fourth Thursday in November
Christmas Day December 25
Three Personal Days Open

A. Exempt employees working on a holiday will be compensated at their regular rate

of pay and the holiday will be accrued to be taken at a later date. Non-exempt employees who
work on a holiday and are eligible for overtime compensation shall receive one-and-one-half

(1 '12) time compensation for 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 40 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 D).

B For those individuals who work more than eight (8) hours a day (i.e., 9, 10, or 12

hour days) as their normal schedule, the number of holiday hours paid, for personal and recognized
holidays, shall be equal to the number of hours in their regular workday,

C The three (3) personal days may be used at the employee’s discretion during the
fiscal year in which they accrue.

I v

Employees hired between July 1 and October 31 will receive three (3) personal days;
employees hired between November 1 and February 29 will receive two (2) personal days; and
employees hired between March 1 through June 30 will receive one (1) personal day. Requests to
use personal days will be handled as vacation leave (16.2C). If the personal holidays are not taken
within the fiscal year, they will be lost.
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Personal days cannot be utilized by employees in their initial probationary period.

Employees hired between January 1 and June 30 may carry their personal holiday(s)
eamed during probation until the end of the following fiscal year.

| D, Whenever a holiday falls on Saturday, the preceding Friday shall be observed as (Deteted: E

the holiday. Whenever a holiday falls on a Sunday the following Monday shall be observed as the
holiday. Full-time employees working an irregular workweek shall receive the same number of
holidays as employees working a regular workweek unless otherwise defined in a collective
bargaining agreement. .

16.2 Vacation Leave

A. Vacation leave with pay for full-time employees shall accrue at the rate shown
below:
TOTAL YEARS ACCRUAL RATE AT VACATION
OF SERVICE 24 PAY PERIODS PER YEAR RATE PER YEAR
0 through 4 3.34 hours 80 hours
5 through 9 5.00 hours 120 hours
10 through 14 5.84 hours 140 hours
15 through 19 6.67 hours 160 hours
20 through 24 7.50 hours 180 hours
25 or more 8.34 hours 200 hours
B. Employees who have successfully completed the probationary period and have

received a full-time appointment are eligible to take accrued vacation leave with pay. However,
employees will not be allowed to accrue more than two hundred and fifty (250) hours of vacation
leave. Vacation leave beyond two hundred and fifty (250) hours will be lost, unless reasons for an
exception receive approval by the Facility Director and General Manager. Accumulations must be
within stated limits as of June 30 each fiscal year. Excess vacation accruals will be lost if not used
by June 30, unless reasons for an exception receive approval by the Facility Director and General
Manager.

C. Scheduling of Vacations

Vacation requests shall be submitted through the supervisor and approved by a manager on
an “Employee Leave Request Form.” Request for vacation leave shall be submitted at least two )
weeks prior to desired vacation time. Personal days shall be scheduled in the same manner as

| vacation leave. If no exception has been granted and the employee would lose accrued vacation Deleted:

Page Break

time because a request was denied by the supervisor, the employee may request an exception to
exceed the 250-hour limit. .

D. Vacation Pay upon Termination

A full-time employee who has successfully completed the initial probationary period, has
been appointed to regular status, and is separated from the Commission, shall be entitled to
payment for accrued vacation leave, including accrued personal days. In no case shall payment be
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for more than the maximum accumulation. In case of death, compensation for accrued vacation
leave including personal days accrued as vacation shall be paid in the same manner that salary due

is paid.

E. Transfer of Vacation Leave Credits

Under normal circumstances leave accruals are not transferable. However, upon written
request of a regular Commission employee to the General Manager, the voluntary transfer of
vacation leave hours may be authorized on a limited, carefully monitored basis as follows:

1.

Only employees eligible to accrue vacation may request transfer of vacation
leave hours.

Each request will be reviewed and approval granted or denied on a case-by-
case basis by the General Manager.

Requests must be due to a catastrophic illness of the requesting employee
only.

The requesting employee must have no accrued sick leave balance and no
accrued vacation leave balance at the time of the request.

Upon approval of the General Manager the requesting employee, or another
Commission employee they have designated, may initiate requests to
Commission employees for the transfer of accrued vacation leave hours.

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

a. The transferring employee’s Facility Director must authorize the
transfer of hours by signature, and such authorization will indicate
the transfer of hours can be accomplished within the facility fiscal
year budget;

b. The transfer of accrued vacation leave hours cannot exceed a total of
40 hours per transferring employee for each individual requesting
employee for each fiscal year;

c. If the transferring employee’s vacation leave balance has reached
the capped limit, the employee cannot uncap their accrued hours to
allow for a transfer of hours. Transferred hours must be deducted
from accrued hours at or below the applicable cap.

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
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status will continue for the requesting employee for as long as they remain
on paid status.

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

0. Copies of approved requests and approved transfers of hours must be sent to
the Human Resources Manager and Human Resources Department.

16.3 Paid Sick Leave
Sick leave is intended to be used for illness, injury or other temporary physical disability,
and is not to be used for personal time off or to extend holidays or vacation periods (except as

defined in the “Sick Leave Credit” section of these policies). No compensation for accrued sick
leave shall be provided for any employee upon termination of employment.

A. Accrual of Sick Leave

Paid sick leave shall accrue at the rate of four and one-third (4.33) hours per payroll period
or 104 hours per year. Part-time employees shall not accrue sick leave. Sick leave shall not accrue
during any period of leave of absence without pay, for any reason.

B. Use of Sick Leave

An employee may use their accrued sick leave when temporarily unable to perform their
work duties by reason of personal illness, injury, disability, medical or dental care, or illness,
injury or physical disability of a person living in the employee’s household.

C. Sick Leave Credit
Full-time employees who use twenty-four (24) hours or less of sick leave within one (1)
fiscal year period shall accrue eight (8) additional hours of vacation leave in exchange for eight (8)

hours of sick leave at the end of the fiscal year.

D. On the Job Injury Leave

When employees are injured on the job, they are eligible to receive time loss compensation
in accordance with state law establishing workers’ compensation benefits.

E. Sick Leave Certification

A supervisor or manager may require certification of the attending physician or practitioner
to substantiate that an illness or injury prevents the employee from working, or requires the
presence of the employee, or requires changes in the terms of their employment.

To the extent provided by law, the Commission may require an employee to submit to a medical
examination to confirm that an illness or injury prevents an employee from performing essential
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job functions or that the employee poses a threat due to a medical condition. If the Commission
requires a medical examination it will bear the cost not covered by insurance. In any event, the
supervisor or manager shall have final authority to decide if any sick leave usage is appropriate.

16.4 Family Medical Leave

A. The Commission provides family medical leave as required by law. Otherwise
unpaid family medical leave shall be paid from accrued personal leave time (including vacation
leave, sick leave, and personal holiday leave). Employees may determine the order in which they
use their paid leave accrual during approved, otherwise unpaid family medical leave. In the event
that an employee has no accrued personal leave time, approved family medical leave shall be
unpaid. The Human Resources Manager or designee shall be responsible for developing specific
family medical leave policies and administering the Commission’s family leave program.
Supervisors, managers and employees with questions about their rights to family medical leave
should consult the Human Resources Manager.

B. An employee may take family medical leave when family medical leave is required by
applicable law, including leave for the employee’s own serious health condition, the serious health
condition of a family member, a sick child, or for parental leave.

C. Employees shall be entitled to take family medical leave without being penalized
for taking such leave.

D. An employee returning from family medical leave shall be reinstated with no
greater or lesser right in employment than if the employee had not taken the leave (pursuant to the
Family Medical Leave Act and the Oregon Family Leave Act).

E. If required by law, 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, the Commission

can recover health premiums if paid during leave., Deletec(ll: ﬁmese m;:niels may be
recovered from the final paycheck if there
is one, or a lawsuit.§

F. To the fullest extent permitted by law, effective October 1, 2005, family medical
Jeave shall be administered on a “rolling backward” year basis. Eligible employees shall be
entitled to twelve work weeks of leave during each *“rolling” twelve-month period measured
| backward from the date an employee uses any family medical leave (for example, an employee { Deteted:
taking family medical leave is entitled to take the balance of any twelve weeks that has not been
used by the employee during the immediately preceding twelve months).

-)
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G. Employees shall submit a written request for family medical leave as required by
law.

H. 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 the
Commission’s operations, subject to the approval of the treating physician.
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L Employees shall have all rights to reinstatement as required by applicable law.

J. Employees who do not return by the return date specified in the approval of their
leave may be disciplined up to and including termination.

16.5 Funeral Leave

A. Use of Funeral Leave

A maximum of three (3) days leave with pay shall be allowed a full-time employee to
attend the funeral of the employee’s immediate family member. Time not worked because of such
absence shall not affect accrual of vacation or sick leave.

B. Additional Leave

If travel is required, additional days (chargeable to sick leave) may be allowed upon
application to the employee’s supervisor or manager.

C. Under special circumstances, leave to attend a funeral may be granted by the
supervisor or manager upon the death of a person other than the employee’s immediate family
member.

D. Employees will be granted four (4) hours of time off with pay, chargeable to any
accrued leave, to attend the funeral service of a co-worker.

E. When an employee participates in a funeral service, the employee will be granted
four (4) hours time off with pay chargeable to any accrued leave to attend such funeral service
subject to the approval of the supervisor or manager.

16.6 Jury Duty and Other Court-Related Leave

Any full-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 a witness,
subject to the following provisions:

A. The employee granted such leave shall pay all money, except travel allowance,
received for their service as juror or witness to the Commission.

B. Employees serving as a juror or witness who do not serve for an entire day must
return to work as otherwise scheduled.

C. Where the employee is required to serve as juror or witness on a scheduled day off

or vacation day, and such day cannot reasonably be rescheduled, they may retain the fee paid for
service as a juror or witness on the day off or vacation day.
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D. Attendance in court in connection with the employee’s official assigned duties,
including the time required going to the court and returning to the work site, will be considered

time worked.

E. An employee appearing as a witness in a personal case (e.g., divorce, injury) may
use accrued leave time.

16.7 Military Leave

A, Employees shall be granted military leave and right to reinstatement as required by
applicable federal or state law.

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

2. 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.

B. Alternative Duty 1 eave

1. Any full-time employee who serves as a volunteer in the Peace Corps or
U.S. Public Health Service shall be granted approved unpaid leave during
the service period.

2. Upon returning, the employee shall have the right to be reinstated to the
position held before the leave was granted.

3. Failure of the employee to return to work within 90 days of the termination

of the service shall be cause for dismissal.

16.8 Other Leaves of Absence Without Pay

In instances where the work will not be seriously impaired by the temporary absence of a
full-time employee, a Facility Director may grant a leave of absence without pay not to exceed
| ninety (90) calendar days. Leaves of absence without pay for periods in excess of ninety (90) days,
but not to exceed six (6) months, must be approved by the General Manager. Request for such
leave must be in writing and must establish reasonable justification for approval of the request.

Unpaid leaves of absence are at the discretion of the Facility Director. A Facility Director
is under no obligation to grant a request for an unpaid leave of absence.
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SECTION 17 - EMPLOYEE BENEFITS

17.0 New Emplovee Orientation

All new employees must attend Metro’s 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

A. Benefits are available only to persons occupying fuil-time, budgeted positions.

B. On the first day of the month following their first full 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 a voluntary employee
salary savings plan under Section 401(k) of the Internal Revenue Code.

17.2 Voluntary Emplovee Savings Plans

The employees of the Commission are offered voluntary savings plans under Sections
401(k) and 457 of the Internal Revenue Code. Employees may defer up to 90% of their gross
salary, or IRS-mandated maximum amount, whichever is less, on a pre-tax basis into a 401(k) or
457 account.

17.3 Retirement Fund (PERS)

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

All employees of the Commission become a PERS member when they have worked six
months for the Commission in a qualifying 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 effective date of membership is the first day of the calendar month after the
employee has met this requirement. The Commission will pick up the employee’s 6% contribution
(except as otherwise provided by addenda to these policies).

17.4 State Unemployment Compensation

The employees of the Commission are covered under the provisions and regulations of the
Oregon Unemployment Compensation Insurance Laws.

17.5 Professional Memberships
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The Commission acknowledges the value of professional memberships as a means of
keeping abreast of professional trends or developments. Depending on the availability of funds
and the benefit to the Commission, dues for professional associations may be paid by the
Commission. Group memberships, or memberships in the Commission’s name, are preferable to
individual memberships. The Facility Director’s or designee’s written approval is required.

17.6 Service Awards

The General Manager or designee will establish and implement a service award program
acknowledging and recognizing employees for length of service or other accomplishments. Any
such award program or awards issued pursuant to the program shall not change any employee's
status or eligibility for benefits.

17.7 Employee Assistance Program

When budgeted funds are available, the Commission may provide an employee assistance
program to assist employees with problems they may be experiencing.

17.8 Emplovees with Disabilities

The Commission provides reasonable accommodation to its disabled employees to the
extent required by applicable law.

The employee is responsible for requesting accommodation and for providing medical
documentation to assist in understanding the nature of the employee’s functional limitations.
The documentation may be subject to confirmation by a Commission-appointed and -paid for
licensed health provider.

SECTION 18 - EDUCATIONAL OPPORTUNITIES

18.0 Educational Opportunities

A. All regular full-time and permanent part-time employees are encouraged to pursue
educational opportunities or work programs for professional development that are relevant to the

employee’s work and that will enhance the employee’s j ob-related skill level.

f Deleted:
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B. Full-time and permanent part-time employees who register for courses which are
judged to be of benefit to the Commission may receive some reimbursement, depending on the
availability of facility or departmental funds, for expenses incurred by the employee while taking
approved courses provided that:

1. The course is submitted to the supervisor or department manager for

approval at least thirty (30) days prior to the proposed enrollment, and the
course is approved by the Facility Director.
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2. Reimbursement is subject to departmental budgetary limitations and
priorities.

3. The employee receives a grade of “C” or better or a “Pass” grade if the class
is graded on a “Pass/Fail” basis. The Commission will make reimbursement
within thirty (30) days after proof of satisfactory completion of the course.

4. The employee is not receiving reimbursement for tuition from other
sources.
C. The supervisor, manager or Facility Director may approve time off with pay so an

employee may attend courses or training which are related to the employee’s current position
and/or will result in improved job performance.

D. The cost of textbooks and technical publications required for such courses or
training shall be the responsibility of the employee. However, the Commission may elect to
reimburse the employee for textbooks and publications for such courses, depending on the
availability of facility or departmental funds. ’

8., Training

Training is differentiated from educational opportunities jn that the Commission expects
all employees, upon hire or promotion, to possess the general education and experience to
successfully perform the duties of the position. If additional specific, job-related training is
necessary for an employee to become more proficient, it is the Commission’s philosophy to
provide this training. This training is different from the educational opportunities and discussed in
Section, 18.0 of these policies.

A. The Commission may develop and implement its own training and development
programs.
B. The Commission may obtain and implement training and development programs to

be conducted by a person(s) other than Commission employees.

C. The supervisor, manager, Facility Director, or General Manager may temporarily
change an employee’s work assignment for a period not to exceed ninety (90) work days, without
posting, so that such employee can participate in training provided.

D. 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 Commission.

E. If an employee desires to participate in any training program in which their
participation is not required, time off to attend must be approved by the supervisor, manager or
Facility Director. All tuition, tests, training material, and other expenses incident to such non-
required participation shall be assumed by the employee; however, the Commission may elect to
reimburse the employee for textbooks and publications for such courses.
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A. As funds are available, the
Commission desires to provide
progressive learning opportunities for
professional growth and advancement
within MERC. The Career
Development Program is designed to
jnvest in emplovees and encourage
their professional development. The
Career Development Program provides
educational grant funds and other
activities and resources to help
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professional skills. g
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Education grants are intended to
supplement, not replace, education and
training funds in facility budgets §|

9

B. The Marketing and
Communications Manager shall serve
as the Career Development Program
Manager. The General Manager is the
final authority regarding program
design and changes.q

1

that is fair to all emplovees, respects
diversity and facilitates upward
mobility, a CDP budget will be
proposed each vear by the Career
Development Program Manager for
consideration by the Commission.§|

1

D. A Career Development Steering
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F. The Commission shall notify employees of available training and development
programs provided by the Commission.
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SECTION 19 - ACKNOWLEDGMENT OF RECEIPT
OF PERSONNEL POLICIES

1 have received a copy of the Metropolitan Exposition-Recreation Commission (MERC)
Personnel Policies. I understand that I am responsible for reading and complying with all of the
policies contained within it. I understand that, if I have any questions, I am responsible for
contacting my supervisor or other MERC representative for clarification.

1 understand that these revised Personnel Policies are not a contract of employment,
express or implied, between MERC and me and that I should not view these policies as a contract
of employment.

1 understand that these revised Personnel Policies take precedence over, supersede, and
revoke all previous versions of the policies. I understand that some of these policies and
procedures are more fully explained in MERC administrative rules, work rules, documents, or law.
I also understand and agree that MERC reserves the right to change or alter these policies with or
without notice. (Note: Where a conflict exists between these personnel policies and the terms of a
valid collective bargaining agreement. the collective bargaining agreement shall govern.)

I understand and agree that my employment is for no definite period and may, regardless of
the time and manner of payment of my wages or salary, be terminated at any time by MERC or
me, without cause, and without any previous notice.

1 also understand that no representative of MERC, other than the Chair and Secretary-
Treasurer of the Commission, has authority to enter into an agreement with me for employment
for any specified period of time or to make any agreement contrary to the foregoing.

The effective date of these revised Personnel Policies is, August 1, 2007, ( Deleted: uly )
[ Deleted: 5 ]

Signed: (Employee)

Print Name:

Date:

. Deleted: Signed:
(General Manager)§

1
(Employee’s copy) Date; 1
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SECTION 19 - ACKNOWLEDGMENT OF RECEIPT
OF PERSONNEL POLICIES

I have received a copy of the Metropolitan Exposition-Recreation Commission (MERC)
Personnel Policies. I understand that I am responsible for reading and complying with all of the
policies contained within it. I understand that, if I have any questions, I am responsible for
contacting my supervisor or other MERC representative for clarification.

I understand that these revised Personnel Policies are not a contract of employment,
express or implied, between MERC and me and that I should not view these policies as a contract
of employment.

1 understand that these revised Personnel Policies take precedence over, supersede, and
revoke all previous versions of the policies. I understand that some of these policies and
procedures are more fully explained in MERC administrative rules, work rules, documents, or law.
1 also understand and agree that MERC reserves the right to change or alter these policies with or
without notice. (Note: Where a conflict exists between these personnel policies and the terms of a
valid collective bargaining agreement, the collective bargaining agreement shail govern.)

I understand and agree that my employment is for no definite period and may, regardless of
the time and manner of payment of my wages or salary, be terminated at any time by MERC or
me, without cause, and without any previous notice.

1 also understand that no representative of MERC, other than the Chair and Secretary-
Treasurer of the Commission, has authority to enter into an agreement with me for employment
for any specified period of time or to make any agreement contrary to the foregoing.

| The effective date of these revised Personnel Policies is August 1, 2007, [Deleted: July ]
[Deleted: 5 ]

Signed: (Employee)

Print Name:

Date:

| v Deleted: Signed:
{General Manager)y
1
Date:_ 9

(Detach and sign this copy for inclusion in personnel files.)
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Page 10: [1] Deleted Rachel Bertoni 7/10/2007 4:12:00 PM
Depending upon performance and the individual employee’s pay rate, in a year an
employee may receive (a) base pay, with no annual adjustment and no lump sum award;
(b) base pay, with an annual adjustment and no lump sum award; or () base pay, with an
annual adjustment and a lump sum award.

Page 10: [2] Deleted Rachel Bertoni 7/10/2007 4:12:00 PM
The market target for each classification shall be set by the Commission.
Page 10: [3] Deleted Rachel Bertoni 7/10/2007 4:22:00 PM
D. Lump Sum Awards

If eligible, an employee may be awarded an annual lump sum award. An eligible
employee may receive a lump sum award up to an amount that brings the employee’s
annual compensation up to the maximum of their pay range.

Page 10: [4] Deleted Rachel Bertoni 7/10/2007 4:14:00 PM
Total pay for a position consists of base pay plus an annual lump sum award. An
employee’s total pay may not exceed the top of the range for that position.

Page 10: [5] Deleted Rachel Bertoni 7/10/2007 4:14:00 PM
G. Compensation at Market Target

Employees whose pay is at their market target are not eligible for an annual
increase to their base pay, but are eligible to receive a lump sum bonus, based upon their
job performance, up to the maximum of their range. Such employees will not be eligible
for increases to their base pay until the market target exceeds an employee’s current base
salary.

H
Page 10: [6] Deleted Rachel Bertoni 7/10/2007 4:14:00 PM
The pay rate provided to a new hire may not exceed the market target.
Page 24: [7] Deleted Rachel Bertoni 7/10/2007 3:06:00 PM

The Commission is committed to creating and maintaining a workplace in which
employees and customers can work together in an atmosphere free of all forms of
harassment, exploitation, or intimidation, including sexual harassment. Every
Commission employee should be aware that the Commission does not tolerate any sexual
harassment and that such behavior is prohibited both by law and Commission policy. It is
the intention of the Commission to take whatever disciplinary action may be needed, up
to and including termination, to prevent and correct behavior that violates this policy.

A. Sexual harassment is defined as unwelcome behavior of a sexual nature. It
includes unwelcome sexual advances, requests for sexual favors, or other verbal or
physical conduct of a sexual nature when:

1. Submission to such conduct is made either explicitly or implicitly a

term or condition of instruction, employment, or participation in
other Commission activity;
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2. Submission to or rejection of such conduct is used as the basis for
evaluation in making personnel decisions affecting an individual;
or

3. Such conduct has the purpose or effect of unreasonably interfering
with an individual’s performance or creating an intimidating,
hostile, or offensive Commission environment.

Page 24: [8] Deleted Rachel Bertoni 7/10/2007 3:15:00 PM
1. Unwanted sexual advances;
2. Offering employment benefits in exchange for sexual favors;
3. Visual conduct, e.g., leering, making sexual gestures, or displaying

sexually suggestive objects, pictures, cartoons, or posters.

4. Verbal conduct, e.g., making or using derogatory comments,
epithets, slurs, or jokes.

5. Verbal abuse of a sexual nature, e.g., making graphic verbal
commentaries about an individual’s body, using sexually
degrading words to describe an individual, or sending suggestive
or obscene correspondence, letters, notes, or invitations.

6. Physical conduct, e.g., touching or impeding or blocking
movements.
7. Making or threatening reprisals after a negative response to sexual
advances.
Page 24: [9] Deleted Rachel Bertoni 7/10/2007 3:15:00 PM

In determining whether the alleged conduct constitutes sexual harassment,
consideration will be given to the record of the incident as a whole and the totality of the
circumstances, including the nature of the conduct and the context in which the alleged
incidents occurred.
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18.1 Career Development Program (CDP)

A. As funds are available, the Commission desires to provide progressive
learning opportunities for professional growth and advancement within MERC.
The Career Development Program is designed to invest in employees and encourage
their professional development. The Career Development Program provides

educational grant funds and other activities and resources to help employees
uperade and gain new professional skills.

Education grants are intended to supplement, not replace, education and
training funds in facility budgets.

B. The Marketing and Communications Manager shall serve as the
Career Development Program Manager. The General Manager is the final
authority regarding program design and changes.

C. To foster a work environment that is fair to all emplovees, respects
diversitv and facilitates upward mobility, a CDP budget will be proposed each year
by the Career Development Program Manager for consideration by the
Commission.

D. A Career Development Steering Committee, consisting of MERC
employees, will administer the program. The Facility directors and MERC General
Manager should, upon recommendations from the Career Development Program
Manager, jointly select staff to volunteer to serve on the Steering Committee.

The members should serve staggered two-year terms in order to ensure
continuity and institutional memory, while providing fresh ideas, input and the
opportunity for other staff members to serve.

E. Full-time and part-time employees who have MERC as their primary
emplover, who have passed their probationary period. who work a substantial
number of hours at MERC, and who have career potential at MERC will be eligible
to applv for Career Development Program education grant funds.

F. The criteria used for selecting employees to receive Career
Development Program education grants are as follows:

1. Degree of commitment to career development;
2. Logic of career plan or proposal;
3. Reasonable cost;

4. Past job performance: and
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S. Eligibility for Career Development Program.

G. Subject to the availability of funds, the Career Development Program
will pay tuition-required fees, books., and required supplies for courses or classes
taken through college, university, vocational school, or professional development

programs.

1. The applicant must request payment of costs on a completed
application form.

2. Emplovees receiving education grant funds must show
substantial completion and receive a passing grade for courses or classes taken.
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June

Oregon Convention Center Event Analysis

-

2007 #ol [Event Related Revenue |gooths Misc tems
N Occupied  Ewt Concess! Equip av Carpet Box  Ship/Storage Labor
Event R Date Sq. Fig Day  Attend. __Type Advert, Cater, CashBars __ Parking Rent  Equip  Utilities  Phone  Clean Office keys.recores Rent _ {gross) | Total
Oregon Law Institute RS 6/1/07 3,110 1 100  Mtg/Seminar [+] 1.076 0 112 0 173 [} 0 [} 0 ] 825 0 2,186
VWDO Crystal Awards RS 6/1/07 12,400 1 440 F&B ] 9.202 0 0 60 2383 164 o 0 0 0 0 135 11,944
Helensview School Graduation NL 6/1/07 25,200 1 700 Graduation ] 0 o] 0 0 4308 0 [} 0 0 0 5800 720 10,828
POVA Fam Reception RN 6/1/07 nla 1 50 F&B [/} 0 0 0 0 0 0 [ 0 0 [ 0 0 0 POVA
Knowledge Leaming Corp RL 612/07 17,300 1 700 Community Event 4] o} 0 [} 0 v} 334 100 o] 0 0 2915 0 3.349
Therapy Sessions - Portland NL 6/2/07 183,610 1 189 Concert 0 0 1,348 0 [} 0 5286 0 [} 28 0 5800 3421 15,883
©OCC Volunteers Recognition Lunch R x 6/2/07 3.033 1 55 F&B [41] 750 1] 0 Q 0 0 0 [} [ o [} 0 750
INA Spring Leadership R R 6/2-6/3/07 25200 2 450  Mtg/Seminar 0 595 (1] 84 608 826 177 100 0 0 269 4,800 0 7.459
Living Hope Church RL 6/3/07 21,300 1 200  Mtg/Seminar [+] [+] (4] 0 1860 30 276 0 0 0 0 2000 0 2,466
Ptld Center for Spiritual Awareness RL 6/3/07 1,875 1 55  Mtg/Seminar [+] 0 [+ 80 0 [+ 0 0 0 [} 0 375 0 455
BOLI OFLAFMLA Training R x 6/4107 1,158 1 20  Mtg/Seminar [+] [} 0 0 0 0 o} o 0 0 0 0 0 0
TicketsWest User Training NL 6/4-6/5/07 2,316 2 17  Mtg/Seminar 0 878 0 0 45 0 637 900 Q 0 0 0 0 2,460
ARAMARK Correctional Services N R 6/4-6/5/07 1916 2 20  Mtg/Seminar 0 1.811 0 o] 50 480 o] 50 0 0 ] 510 0 2,901
Nat1 Women Business Council NN 615107 11,367 1 70 Convention [ ] 3,649 ] 0 100 1,036 0 0 [} [] 25 1,530 180 6,520 POVA
Hoffman Quarterly Meeting RL 6/5/07 1.875 1 88  Mtg/Seminar 0 288 0 0 1] 250 [¢] 1] 0 0 0 375 0 913
Assoc of Regional Economic Devi NL 6/5/2007 5,574 1 75 Mig/Seminar ] 3.320 0 0 [} 840 0 o} 0 0 [+} 300 0 4,460
Oregon Society of CPAS (OSCPA) RS 6/6/07 1.923 1 20  Mtg/Seminar o 646 [} 0 20 62 [+} o} [} 0 0 250 [} 978
Johnson & Johnson Nursing Dinner NL 6/7/07 18,722 1 360 F&B 4] 27.622 [} [+} 90 21,598 315 1,120 0 0 380 0 7757 58,882
Oregon Society of CPAs (OSCPA) RS 6/7/107 1,923 1 15  Mtg/Seminar 4] 512 b} 0 20 69 0 0 0 [} 0 250 0 851
Oregon Law Institute RS 6/8/2007 4,000 1 185  Mtg/Seminar ] 1.966 [} 56 0 150 0 [} 0 0 0 850 0 3,122
Oregon Partnership Concer Control NS 6/8/2007 25,200 1 150  Mtg/Seminar [+] 4,997 [} 0 0 4405 0 0 0 0 0 4350 540 14,292
Oregon State Bar CLE RS 6/8/2007 10,718 1 140  Mlg/Seminar 4] 3.593 0 32 [} 347 0 0 0 0 45 1,200 0 5217
Oregon Psychological Association RS 6/8/2007 8,700 1 185  Mtg/Seminar [+] 7.470 [+ 0 20 793 0 [} 0 0 0 1,100 [} 9,383
Grand Floral Parade Chalet Row RL 6/9/07 na 1 500 F&B 0 1] 0 1,536 150 0 82 1] 0 0 0 3,140 182 5,090
Local 290 Graduation RS 6/9/07 8.200 1 250 F&B o] 16,476 632 0 60 155 0 0 0 0 0 0 o} 17,323
Rose Festival Assoc Centennial NL 6/9-6/10/07 252,314 2 3.188 F&B [4] 82121 3,833 2501 1,000 22322 5562 150 o 169 0 4840 3,469 125,967
Living Hope Church RL 6/10/07 35670 1 180  Mtg/Seminar 4] 1] [+] Q 160 30 276 Q 0 0 Q0 2000 0 2,466
Tektronix inc, Rl 6/11-6/16/07 710,286 6 800 Convention ] 559,239 0 4,880 1,890 7,823 11,779 6,000 0 0 1,250 33,528 3,782 630,171 POVA
MPNCDA Used Car Symposium RL 6/12/07 1.024 1 20  Mtg/Seminar 0 738 0 65 20 175 0 0 0 0 0 0 0 998
NW Regional Consumer Affairs N R 6/13/07 1.024 1 25 Mtg/Seminar ] 148 0 0 0 54 0 0 0 0 0 200 o} 402
Fannie Mae, MGIC & Flagstar NL 6/13/07 4,000 1 60  Mtg/Seminar [+] [+ 0 0 0 348 [} 50 0 0 0 590 [} 988
MERC/Metro HQ Hotel Update Mig RL 613107 785 1 15  Mtg/Seminar 0 0 0 0 0 0 0 0 [} 0 0 0 0 0
SAF Conv Executive Committee Mtg N L 6/14/07 1,024 1 20  Mtg/Seminar o 0 0 [} 0 0 [} 0 0 [} 0 0 0 0
MERC/Metro HQ Hotel Update Mtg RL 6/14/07 785 1 15  Mtg/Seminar 0 0 0 [} 0 0 0 0 [+] [} 0 [} 0 0
Gateway to the Globe NL 6/15/07 34,200 1 425 F&B 0 12,500 [} 40 0 18632 665 100 a 0o 0 3.082 360 18,359
Seminar TEAM Meeting NL 6/16/07 12,400 1 400  Mtg/Seminar [+} 0 0 0 115 505 0 400 0 0 0 2900 o} 3.920
Autism Recovery is an Option Now NL 6/16/07 4,000 1 360  Mtg/Seminar [+] 648 0 0 0 375 o] 0 0 0 0 8950 0 1.973
Beyer Memorial NL 6117107 4700 1 120 Mtg/Seminar ] 600 0 [} 0 80 [} 0 .0 0 0 475 [+ 1,155
UUA PreCon NN 6118/07 2712 1 50  Mtg/Seminar o 0 0 o] 0 0 1] 0 4] 0 0 [\] V] 0
L ran Uni list A itlon N N 6/20-6/24/07 2,434,348 § 5,800 ConviConf 1,300 164,681 69,726 0 1,870 45754 17,161 15,855 1,288 [} 0 122,050 9,866 449,551 POVA
Forensic Waterproofing Consultants NL 612507 na 1 5 Mtg/Seminar ] 323 0 [} 50 0 [} 0 [¢] 0 o} 400 [+} 773
Building Auto Sales NL 6/25/07 1386 1 40  Mtg/Seminar /] 885 0 [+] 0 235 82 0 [¢] 1] 0 278 [¢] 1477
ARAMARK Star Team RL 6/25/07 760 1 15  Mtg/Seminar 0 a7 0 [+] 4] 0 1] Q [+] o] 0 o 0 47
FedEx Kinko's District Meeting RL 6/26/07 1,212 1 25  Mtg/Seminar 0 178 0 0 0 60 [} 0 0 [} 0 125 o} 363
Oregon Society of CPAs (OSCPA) RS 6/26/07 1,923 1 21 Mtg/Seminar ] 908 0 120 20 62 [} 0 [+ [} 0 250 [} 1.360
High Performers Int1 RL 6126107 4,700 1 210 Mtg/Seminar [+} 0 0 4] 0 585 4] ] 0 1] 0 1100 45 1.730
Enact Natural Step Training R x 6/26/07 1.228 1 25  Mtg/Seminar o] 0 0 0 0 0 [} 0 [} 0 [o] 0 0 0
FedEx Kinko's Store Meeting RL 6/27/07 058 1 40  Mtg/Seminar o] 266 0 [+] 0 36 [+] 0 0 0 [+] 125 0 427
Oregon Society of CPAs (OSCPA) RS 627107 1923 1 15  Mtg/Seminar o] 712 0 88 20 62 [+] 0 0 1] 4] 250 0 1,132
Anderson & Gallaghar Construction N L 6/27/07 1,386 1 55  Mtg/Seminar o 1732 0 130 0 0 0 [} 0 0 0 0 0 1.862
MERC Monthly Commission Mtg RL 6/27/07 3,033 1 25  Mtg/Seminar ] 244 0 [+} 0 0 0 0 0 [} [} 0 0 244
POVA Annual Awards Breakfast RL 6/28/07 36,075 1 474 F&B ] 12,060 0 112 0 291 864 0 0 [ Q 0 Q 13,327 POVA
Oregon State Bar CLE RS 6/28/07 4,700 1 170  Mtg/Seminar ] 2,997 [} 0 20 40 0 [} 0 0 0 1,100 0 4,157
Oregon Society of CPAs (OSCPA) RS 6/28/07 1,898 1 44  Mtig/Seminar [+] 1,647 4] 216 20 217 [+] 4] 0 0 0 375 [¢] 2,475
Oregon Society of CPAs (OSCPA) RS 6/29/07 1,898 1 27 Mtg/Seminar 0 1344 4] 168 20 62 [¢] "] 1] 1] 0 375 0 1,969
Home School Curriculum N S 6/29-6/30/07 65,340 2 1200 Cons/Public [+] 1,042 1807 0 0 0 2132 [} [} 0 0 5500 176 10,657
Rapport Leadership Int1 R L 629711107 18,198 1 Mtg/Seminar 0 162 0 0 0 0 82 0 [} 0 0 1.500 1] 1744
0

Continued on next page
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Fiscal Oregon Convention Center Event Analysis

Year CF No, # No. ] Event Related Revenue | *Keys/

cvcevces Occupied I/ of Ev * . * Star- * Equip® AV*®  Ship* . . Booth . Damge - Reimb,
Month N R L S RN | CFTSPSTS Mt FB P Sq.Ftg. O Evis Aftend. Days | Advert, Cater. Conces  Bucks  Parking Rent Equip  Storge Utilities Phone Clean BoxOfc. Water  Rent Labor I Total
FY 04-08
July 13 18 21 2 4 4 0 1 t 4 1 15 9 5 12 31 25949 SO 0 520,168 29416 16876 20.592 2578 17,844 399 32.049 3.800 955 1,064 498 100,714 13,776 760,729
August 4 14 14 0 0 3 1 2 2 0 1 6 7 3 14 18 25948 29 0 601,558 93,590 32671 44,758 3.760 14556 1,048 60095 21.675 7.868 0 3578 251473 14418 1,151,048
Sept. 21 35 40 6 8 2 0 4 3 3 4 31 11 3 39 56 46.184 85 2,000 508,755 75.962 36,943 71.336 7.904 84627 2502 B4473 15420 3,604 1,842 833 296945 32436 1,225,582
Oct. 23 57 55 14 7 4 O 4 10 4 7 35 20 4 40 80 51823 112 1300 887.821 35493 45758 90917 7,005 72360 1226 95571 14.255 7,284 402 22266 302,805 24175 1,588,638
Nov. 20 31 38 8 1 4 0 3 3 8 0 26 10 2 68 51 42865 68 3.900 1,083,560 49,167 44507 68.829 6.863 58,339 184 71499 24900 15.100 2177 1,652 213,102 27538 1,671,317
Dec. 16_ 25 3 6 06 0 0 0 2 4 2 18 4 O 25 41 44,490 S 4500 539,226 26,007 208675 £0.990 7.563 35.084 406 45158 9,150 1.444 1,029 416 122407 14,043 888,098
Jan, 15 21 25 4 6§ 1. 0 0 2 3 2 19 9 2 23 36 98300 53 3300 263,078 133,361 42307 116389 3.785 47509 5400 124,897 24280 28583 19587 701 340,312 41,057  1,194.546]
Feb, 1825 34 5 2 2 0 1 2 4 1 24 11 2 23 43 63457 61 5800 695345 120.549 34007 81.397 4,667 92666 1,208 67,523 17.875 5,126 11959 2,009 247138 26480 1,413,749
March 18 40 39 11 3 5 0 2 4 9 2 26 15 1 36 58 50279 90 5,335 463516 95,991 46457 96,031 7,885 66.645 453 88278 17,061 2.327 6.345 330 227871 35425 1,159,950
Apsil 15 48 40 13 4 3 1 1 5 11 4 21 13 4 41 61 1928653 86 2,000 813,323 110,817 50.922 116.463 6,606 123.015 1260 133,172 30,940 12981 5.382 1,208  366.291 38,014 1,812,394
May 20 32 38 8 2 3 1 4 3 4 4 21 18 1 28 52 31216 82 4350 1606270 19,469 21,849 62,184 5586 37.698 322 74222 6.698 1.056 3,140 12,302 288593 17,953 2,161,692
June 12 19 2t 5 3 2 0 2 3 1 1 18 & 3 21 31 27.196 44 1,000 287,280 74,106  46.424 49,122 5817 73674 783 42,087 19325 5650 412 1,017 217467 18322 842,426
Totals 195 363 400 82 40 33 3 24 40 55 29 261 147 30 371 6§58 700,360 813] 33485 8,269,900 863,928 439,396 879,008 70,019 724017 15,191 919,024 205379 91,978 53339 26,810 2,975118 303,637 15,870,229
FY 0806 .
Juty 6 15 12 1 4 4 0 3 2 1 1 8 6 5 4180517 10 21 35356 45 0 698522 42,343 34,164 25.738 7.250 47 440 189 38,17t 32475 1.675 512 3400 171,305 28,444 1,132,115
August 7 14 14 1 0 4 2 1 2 0 1 14 3 2 2479897 12 21 19433 M 0 636846 53.094 249507 42320 1,850 12,852 806 67,340 18638 7.038 0 1,200  193.838 12,961 1,073,799
Sept. 20 4 49 6 4 2 0 4 3 7 3 37 7 0O 452609 33 61 63131 89 0 405712 50,392 34685 76,030 10,920 64.056 246 38,737 5.125 2.641 1,545 812 257.158 24,278 972,337
Oct. 26 43 §5) 8 3 8 0 6 4 B 2 41 15 5 3730078 23 74 53826 115 1,000 621,909 50,354 40313 94,722 3,970 86,099 286 55216 5.180 2.793 1,783 610  297.214 22,083 1,288,532
Nov. 23 49 48 12 3 9 0 5 3 & 2 50 & 3 2812365 25 72 56699 99 3400 6062313 47.785  31.098 75.760 8,249 92,845 694 79120 11,135 3939 2.745 1,088 291,154 32,701 1,283,027
Dee. 11 3N 33 § 2 2 0 0 1 S t 26 9 0 120435 S 42 18,624 54| 1,600 178593 10,914 45283 50,003 4,640 17.479 161 24.113 4.775 2.435 240 [ 87,940 5916 435,092
Jan 9 28 20 2 3 1 0 1 3 6 2 17 6 2 7569578 25 35 105333 58 3,300 682,091 140,611 54016 154,383 4,633 50,773 266 248504 33995 39,109 23798 7,933 357632 40220 1,841,264
Feb. 17 38 47 4 1 3 0 1 1 8 3 31 11 9 6243694 23 55 82,118 64 5600 389824 151989 31427 87.162 6,406 95,864 152 66.476 21,750 3214 14951 1,989 306,120 29318 1,212,242
March 15 43 43 4 1 10 0O 2 2 B 4 30 12 4 4859478 33 58 53840 83 0 525642 135414 66329 112,524 6,114 64,462 656 124,414 14,125 15277 4.005 5228 256443  27.785 1,358,423,
April 17 689 78 5 0 3 0 5 1T 11 3 52 14 2 4624512 29 86 71,065 118 4600 841,135 52,626 39.611 123,023 9539 109,885 91274 15,050 3210 1,502 1420 291,083 30,020 1,613,983
May 16 47 48 7 4 4 0 2 3 9 4 35 9 4 4485081 30 63 61517 85 3,000 587578 38,913  26.161 62,234 4,381 54,258 104.986  13.650 6,223 483 1,098 257,538 24,350 1,184,850,
June 16 40 28 23 3 2 0 3 t 4 0 40 8 3 1440068 15 56 12,933 69 0 237,788 8.542 10,806 38.230 7,961 44.767 13,115 1.000 126 1.059 456 91,560 13,902 469,352
Totals 183 469 482 78 28 52 2 33 26 71 26 382 106 31 47956714 263 644 633575 910| 22500 6,412,350 782,977 439800 942,126 80,913 740,881 3456 951466 176,338 87680 52,623 25,274 2,859,080 291,388 13,870,012
FY 06 07 tn-H
July 9 25 20 6 2 5 1 4 t 0 2 21 3 8 3482560 15 34 248649 66 1,750 1,015,459 10,370 35685 28,985 2228 §6.655 54,243 38559 9.407 169 1625 184,190 29,324 1,468,649
August 17 21 g 18 5 1 5 0 4 3 2 1 23 5 4 4771723 16 38 25.28t 53 125 438060 68362 31978 55,120 2150 87.486 93,787 22,235 17.147 460 3.054 279353 18675 1,117,990
Sept. 14 38 0 36 4 3 1 3 0 6 8 28 7 1 2791629 19 52 29942 74 0 416631 38,032 18630 58.209 4758 52,889 58,991 7.660 4519 1,601 1784 203,794 24173 891,671
Oct. 31 43 2 44 15 7 5 1 4 5 6 1 41 15 4 4280797 22 74 38729 106 1,000 672,140 47,693 38,006 88,037 8478 105655 64,334  27.028 3233 1.049 3080 265984 60324 1,386,041
Nov. 24 49 3 3723 2 8 0 3 3 4 2 47 14 T 4247533 35 73 69.046 99| 3.900 702,027 82818 38.418 84,030 4785 134,051 52,862 12,185 2.660 2,795 4,095 260691 31,358 1,416,725
Dec, 47 35 7 3323 3 0 0 3 1 4 0 30 14 3 1090937 14 52 24244 68 1,000 423,002 29.482 16,270 48,973 9,058 38,651 36,121 4,000 1.031 221 425 121127 8474 737,838
Jan. 7 33 4 28 6 2 0 0 2 2 5 0 22 9 2 89071804 23 40 95008 84| 3,000 400563 152,896 65822 148.756 4,354 46,105 160,236 27,155 40417 28,159 3510 411,219 52,887 1,545,079
Feb. 14 49 6 43 12 2 0 0 3 0 9 2 38 8 3 4775024 29 63 81883 86 4100 524130 139,229 49,186 118.684 7.878 126,954 65,391 15699 3,020 10.496 7.745 281493 39,851 1,393,856
March 16 44 2 41 10 4 3 0 3 2 7 3 33 12 5 4.186257 24 60 63588 82 75 556709  107.207 50555 123.798 12476 109529 99,812 9.095 6,096 3.401 854 216665 34697 1,330,969
April 1543 39 15 2 2 0 6 0 6 5 22 15 4 5317158 32 58 59358 77 1,600  680.041 61,354 45059 123,061 6,926 135940 121,318 23515 8.233 1,393 1,962 307,004 31,592 1,548,998
May 24 52 5 5112 5 3 0 1 4 7 6 S1 7 3 4528109 29 76 77342 108 3300 644,452 49,975 46,669 80.878 4,253 93,548 126,509  30.075 4.542 76 1,761 276,480 33,532 1,396,060
June 24 35 3 3215 3 5 1 2 2 3 0 42 10 6 4603021 19 59 19603 76 1,300 1,043,038 102,321 54,361 70,657 8,328  156.290 64,097 31.035 3,160 197 2,019  250.535 33523 1,820,861
Totals 212 467 41 422150 150 39 4 38 23 £9 30 398 119 50 53,146,552 277 679 608,673 979] 21,450 7,516,262 839,739 430837 1.,029.238 75672 1,143753 997,701 248,241 103,465 50,017 31,914 3,058,535 398,410 16,054,734




Calendar Oregon Conventlon Center Event Analysis
Years CF No, # # of | Event Related Revenue *Keys! ¢
cveves Occupled In!  of Evt . d . Star- Equip® AV*  Ship* . . Booth . Damge . Reimb.
N R L S RN | CFTSPSTS Mt FB P Sq.Ftg. O Evts Attend. Days| Advert. Cater, Conces  Buck Parking Rent Equip  Storge Utilities Phone Clean Box Ofc. Water Rent  Labor I Total
2005
Jan, 15 21 25 4 6 1+ 0 0 2 3 2 19 9 2 23 36 98300 S3] 3.300 263078 133361 42307 116389 3785 47,509 5400 124,897 24,280 28,583 19587 701 340.312 41,057 1,194,546
Feb. 18 25 4 5§ 2 2 0 1 2 4 1 24 11 2 23 43  63.457 61 5800 695345 120,549 34007 81397 4,667 92,666 1.208 67,523 17,875 5126 11,959 2,009 247,138 26480 1,413,749
March 18 40 33 11 3 5 0 2 4 9 2 26 15 1 36 58 50279 90 5335 463,516 95,991 46,457 96,031 7.885 66.645 453 88,278 17,061 2,327 6,345 330 227.871 35425 1,159,950
April 15 46 40 13 4 3 1 1 511 4 21 19 4 41 61 192,653 86 2000 813,323 110.847 560,922 116,463 6,606 123.015 1,260 133,172 30,940 12,981 5.382 1,208 366.291 38014 1,812,394
May 20 32 3 8 2 3 1 4 3 4 4 21 16 1 29 52 31216 82 4,350 1606270 19,463 21,849 62.184 5,586 37,698 322 74222 6698 1,056 3,140 12,302 288593 17,953 2,161,692
June 12 19 29 5 3 2 0 2 3 1 1 18 6 3 21 31 27,196 44 1,000 287,280 74106 46,424 49,122 5817 73674 783 42,087 19.325 5,650 412 1017 217467 18,322 342,486
July 6 15 22 1 4 4 0 3 2 1 1 8 6 § 10 21 35356 45 0 698922 42,343 34164 25735 7.250 47,400 189 38,171 32475 1675 512 3400 171,395 23444 1,132,075
Aug. 7 14 14 1 0 4 2 ¢+ 2 0 1 14 3 2 12 21 19133 31 0 636846 53094 24,907 42320 1,850 12,952 806 67.340 18638 7.038 0 1200 193838 12961 1,073,780
Sept. 20 41 49 6 4 2 0 4 3 7 3 37 7 0 452609 61 63,131 89 0 405712 50,392 34685 76,030 10.920 64,056 246 38,737 5,125 2641 1.545 812 257.158 24,278 972,337
Oct. 26 48 53 8 5 8 0 6 4 6 2 41 15 5 3730078 74 53826 115 1.000 621,909 50,354 40313 94,722 8,970 86,099 286 §5216  5.180 2,793 1,783 610 297,214 22,083 1,288,532
Nov. 23 49 48 12 3 9 0 5 3 6 2 50 8 3 2612365 25 72 56699 99 3,400 606.313 47,785 31.098 75.760 8,249 92,846 694 79.120 11135 3.939 2.745 1.088 291,154 32,701 1,288,027
Dec. 11 31 33 § 2 2 0 0 1 5 1 26 9 0 1204350 5 42 18624 54 1600 178593 10,914 46.283 50.003 4,640 17.479 161 24,113 4775 2,435 240 [ 87.940 5916 435,092
Totals 191 381 406 79 38 45 4 29 34 57 24 305 122 28 12,072,889 225 S72 709,870 845| 27,785 7,277,407 809,175 453,416 886,956 76,225 762,039 11,808 832,876 193,507 76,244 53,650 24,677 2,986,371 303,634 14,774,670
2006 In-H
Jan, 9 26 29 2 3 1 0 1 3 6 2 17 6 2 7569578 25 35 105333 58 3,300 682,091 140611 54016 154,383 4,633 50,773 266 248,504 33,995 39,109 23798 7.933 357632 40220 1,841,264
Feb, 17 38 47 4 1 3 0 t t 8 3 31 11 1 6243694 23 55 B2.118 64 5,600 389,824 151,989 31427 87.162 6,406 95,864 152 £66.476 21,750 3.214 14,951 1,989 306,120 29,318 1,212,242
March 15 43 43 4 110 0 2 2 8 4 30 12 4 43859478 33 58 53,840 83 0 525642 135414 66329 112,524 6,114 64,462 656 124414 14,125 15277 4,005 5228 256,443 27,795 1,358,428
April 17 69 78 5 0 3 0 5 1 11 3 52 14 2 4624512 29 8 71065 118 4500 841,135 52626 39611 123,023 9,539 109.885 91,274 15050 3210 1.502 1420 291088 30,020 1,613,983
May 16 47 43 7 4 4 0 2 3 9 4 3 9 4 4486081 30 63 61517 85 3,000 587.575 38,913 26,161 62,234 4381 54,258 104,986 13,650 6.223 483 1,098 257.538 24.350 1,184,850
June 16 40 28 23 3 2 0 3 1 4 0 40 8 3 1440068 15 56 12933 69 0 237,788 8,542 10806 38,230 7,961 44,767 13,115 1,000 126 1,059 496 91.560 13,902 469,352
July 9 25 20 6 2 5 1 4 1 0 2 21 3 8 3482560 15 34 24649 66 1,750 1,015.459 10,370 35685 28,985 2,228 56,655 54,243 38,559 9,407 169 1.625 184,180 29,324 1,468,649
Aug. 17 21 9 18 § 1 5 0 4 3 2 1 23 S5 4 4771723 16 38 25281 53 125 438,060 68362 31976 55,120 2,150 87,486 93,787 22235 17,147 460 3,054 279353 18675 1,117,990
Sept. 14 383 0 36 8 4 3 1 3 0 6 8 28 7 1 2791629 19 52 29842 74 0 416,631 38.032 18630 58,209 4,758 52,889 58,991 7.660 4,519 1.601 1,784 203794 24173 891,671
Oct, 31 43 2 44 15 7 5 1 4 5 6 1 41 15 4 4280797 22 74 38729 106 1.000 672,140 47,693 38.006 88.037 8478 105655 64,334 27,028 3,233 1,049 3.080 265984 60,324 1,386,041
Nov. 24 49 3 37 23 2 B 0 3 3 4 2 47 14 7 4247533 35 73 69,046 99 3.800 702,027 82,818 38418 84,080 4785 134.051 52,862 12,185 2.660 2.7985 4,095 260691 31,358 1,416,725
Dec, 17 35 7 33 23 3 0 0 3 1 4 O 30 14 3 1909937 14 52 24244 68 1,000 423,002 29,482 16,270 48,973 9,058 38,651 36.121 4,000 1,031 221 425 121,127 8.474 737,835
Totals 202 474 21 461 125 31 49 3 35 24 68 30 396 118 43 50,707,590 276 676 598,697 943] 24,275 6,931,374 804,852 407,335 940,960 70,491 895,396 1,074 1,009,107 211,237 105,156 52,093 32,227 2,875,520 337,933 14,699,030
2007
Jan. 7 33 4 28 6 2 0 0 2 2 S5 0 22 9 2 9071804 23 40 95008 84 3,000 400,563 152,896 65822 148.756 4.354 46,105 160.236 27,165 40417 28,159 3,510 411.219 52,887 1,545,079
Feb. 14 49 6 43 12 2 0 0 3 0 9 2 38 B8 3 4775024 29 63 81883 86 4,100 524,130 139,229 49186 118,684 7.878 126.954 65381 15699 3,020 10,496 7.745 281493 39,851 1,393,856
March 16 44 2 41 10 4 3 0 3 2 7 3 33 12 5 4186257 24 60 63588 82 75 556,709 107,207 50.555 123,798 12.476 109.529 99,812 9,095 6.096 3,401 854 216,665 34697 1,330,969
Agpril 15 43 33 15 2 2 0 6 0 8 5 22 15 4 5317,458 32 58 59358 77 1,600 680,041 61,354 45059 123,061 6,926 135,840 121318 23515 8,233 1,393 1,962 307.004 31,592 1,548,998
May 24 52 5 5t 12 5 3 0D 1 4 7 6 S§% 7 3 4528109 29 76 77342 108 3,300 644,462 49,975 46669 80,878 4,253 93,548 126.509 30,075 4,542 76 1,761 276480 33,532 1,396,060
June 24 35 3 32 15 3 5 1 2 2 3 0 42 10 6 460302t 18 59 19603 76 1,300 1,043,038 102321 54,361 70657 8328 156290 64.097 31,035 3,160 197 2019 250,535 33,523 1,820,861
July
Aug.
Sept.
Oct,
Nov.
Dec.
Totals 100 256 20 234 70 18 13 1 17 10 37 16 208 61 23 32,481,373 156 356 396,782 S513| 13,375 3,848,943 612,982 311,652 665834 44,215 668,366 0 637,363 136,574 65468 43,722 17,85t 1,743,396 226,082 9,035,823
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Jun-07 #of [Event Related Revenue ] [Bootns Misc tems
N Occupied Evt Concess/ Equip AV Carpet Box  Ship/Storage Labor |
Event R Date Sq. Fig Day  Attend. Type Advert, Cater. CashBars Parking Rent  Equip  Utilities Phone  Clean Office keys.recores Rent  (gross) l Total
0
A Assoc of Wi 3 NN  6/29-7/01/07 541,611 4 700 ConviConf wiTrade [} 65653 24975 0 1140 35517 18141 6210 1872 0 50 32095 2440 188098
Ironworkers Local 29 Pin Party NL 6/30/2007 18900 1 0 47307 0 1668 600 2120 82 0 4] (4] 0 0 450 52227
Starbucks Café ] 0 54361 0 0 [} 0 0 0 o 0 0 0 54,361
OCC Garage 0 0 0 55,831 0 0 o] 0 0 [+] 0 0 0 55.831
Lioyd Lot 0 0 0 42 "] ] 0 0 "] 0 0 0 1] 42
MLK Lot ] 0 0 1.144 0 0 0 [} [} 0 o [} 0 1,144
I-5 Lot 0 0 0 1,752 0 0 0 [} [+ o 0 1.752
Totals as of 7/11/07 4,603,029 76 19,603 1,300 1,043,038 156,682 70,657 8,328 156,290 64,097 31,035 3,160 197 2,019 250,535 33,523 1,820,861
# of Events = 59
In & out Days = 19
New =24
Repeat=35
Intl=1 Mtg/Seminar = 42 POVA Mid Year - FY 06 07 POVA 2nd Half - FY 06 07
Natl=5 F&B=10 #of Event #of Event Year-to-Date
Regional =3 Cons/Public=3 FY 2006/2207 _ Events Revenue FY 0607 Events  Revenus Totals
State=15 ConviConf wiTrade = 2 July 8 $1.306,502 Jan 2 $284.592 32183,504.7117
Local =32 Convention =2 August 4 $766.771 Feb 3 $195.306 351$3,700.023
inhouse (x})=3 September 4 $56,362 March 5 $442.789 401$4,142,812
' October 4 $534,268 Aprit 4 $493,849 44 /34,636,661
Novermber 7 $536,160] May 3 $422,944 47 1$5.059.605
December 3 $20,062 June 6 $1.287.667 5317%6.347,272
30 $3.220.125 $3.127.147

POVA
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Expo Center Event Analysis

June 2007 Consumer Trade Misc. Conv. #of Event /0 Use Attendance Rental Equipment Concessions  Catering Utilities Parking Total
Events Days Days %

Elite Warriors Championship 2 1 1 1 1 558 4,000 4,500 4,469 - 254 1,440 14,663
Race Credentialling 7-10 1 1 4 1 730 2,100 200 - 684 770 - 3.754
Rose City Gun & Knife Show 8-10 1 1 3 2 4326 13,200 375 8.630 - 401 18,099 41,705
OR-WA Los Kreadores 15 1 1 1 1 1,928 6,550 975 8,498 - 845 4,188 21,056
Starplex Orientation 20 1 1 1 16 270 - - - - - 270
Rofler Derby 23 1 1 1 1 2,055 3.275 1,125 11,188 603 464 4,958 21,613
Rip City Cat Show 23-24 1 1 2 2 140 4,400 275 1,575 - - 1,330 7.580
Starplex Orientation 28 1 1 1 19 270 - - - - - 270
5 - 3 - 8 14 8 12% 9,772 34,065 7,450 34,360 1,287 2,734 31,015 110,911
FY 2006-07 Year to Date
July 6 6 11 10 23% 26,490 62,654 4,113 111,828 4,981 7.211 69,617 260,404
August 4 4 8 9 6 15% 14,104 36,218 4,825 61,868 16,556 2418 34,915 156,800
September 6 2 8 16 10 44% 28,621 99,743 3,950 72,055 3.190 15,933 90,003 284,874
October 6 1 3 11 21 20 51% 35,847 124,717 978 132,471 26,991 35,632 142,440 463,229
November 5 5 17 14 68% 46,597 136.800 450 67,789 3,325 22,708 142,030 373,102
December 3 2 5 15 11 24% 44,287 101,340 1.671 147612 20,759 12,287 152,938 436,608
January 4 1 5 19 12 88% 47,460 278,415 11,485 229,375 49,060 28,106 210,718 807,159
February 6 4 10 24 22 88% 132,104 254,436 2,755 546,456 57,530 60,462 378,368 1,300,007
March 8 1 9 22 16 56% 38,829 164,225 2,420 134,403 25,032 21,318 140,776 488,174
April 5 1 3 9 15 19 43% 42,242 156,003 2,220 278,040 66,755 10,358 58,939 572,315
May 4 1 5 10 15 11 14% 10,198 54,327 4,712 25.834 71,624 6.780 32,912 196,189
June 5 3 3 14 8 12% 9,782 34,065 7,450 34,360 1,287 2,734 31,015 110,911
Total to Date 62 3 28 0 94 198 159 44% 476,561 1,502,943 47,029 1,842,091 347,090 225,947 1,484,672 5,449,772
Month to Month Comparison (1) - (W] (1) {3) {10) 9 -1% (3.605) (19.314) 4,206 (10,650) (7.843) (3,026) (13.241) (49.868)
Year to Date Comparison 2 (n (8) 2 8 2N (12) 1% 5,857 113,316 1,793 10,330 53,136 (24,133) 24911 179,353
FY 2005-08
July 1 5 6 11 5 17% 15,064 42,349 254 89,322 1.138 5,559 39,943 178,565
August 3 4 7 10 9 31% 14,898 45,980 7.153 63,112 20,723 12,412 36,907 186.287
September 5 2 7 16 13 39% 20,378 82,523 1.183 52,988 2,419 17.339 76,612 233,064
October 8 1 2 11 20 19 50% 45,863 126,267 8.811 160,777 27,105 34,911 152,261 510,132
November 6 2 8 21 17 74% 46,852 143,540 825 73,027 11,382 25,776 138,496 393,046
December 2 1 3 10 6 14% 37474 68,865 1,125 134,404 513 12,986 126,792 344,685
January 5 1 1 7. 23 16 79% 63,059 247,570 10,175 219,784 24,360 29,794 234,487 766,170
February 7 7 14 32 23 92% 121,678 234,144 3,326 555,940 52,669 58,009 379.804 1,283,892
March 6 2 1 9 20 16 63% 39,952 154,775 1,691 130,984 32,347 21,241 132,091 473,129
April 5 1 2 8 17 18 45% 41,013 151,451 1,561 259,323 49,368 18,457 63,989 544,149
May 6 1 4 1 15 12 18% 11.086 38,784 5,888 47.090 62,800 7.836 34,123 196,521
June 6 4 1 1 24 17 13% 13,387 53,379 3,244 45,010 9,130 5,760 44,256 160,779
Total 60 4 36 2 102 219 171 45% 470,704 1,389,627 45,236 1,831,761 293,954 250,080 1,459,761 5270419
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PCPA MONTHLY ANALYSIS - JUNE 2007
LOAD-IN/ GROSS GROSS | GROSS
FACILITY LOAD-OUT |NO. OF| TOTAL | PAID % TICKET CHARGES &| USER'S FOOD & {|REVENUE|
JNAME DATE PRESENTER EVENT DARK DAYS| PERF. | ATTEND.|ATTEND.| SOLD| SALES RENT |REIMBURSE.] FEE |SOUVEN.| BEV. EARNED
KELLER 5/29 to 6/3 Live Nation Chicago 1 8 14,650 | 14,303 | 60% | $722,177 | $25,368 $36.527 $42,909 | $5.490 | $24,379 | $134,673
531 Oregon Refuse/Recycl. Post-Show Reception o] 1 45 [] $0 30 $0 $0 $0 $202 $202
6/7 Portland Business Alli. Leadership Portland 0 1 45 [} $0 $0 $0 $0 $0 $642 $642
6/8to 10 Oregon Ballet Theatre Summer Program 6 5 8,226 8,554 57% | $334,632 $5,150 $28,893 $12.831 $474 $15403 | $62,751
ASCH 6/1 Live Nation Harry Connick, Jr. o] 1 2,545 2,616 | 94% | $152,016 $8,000 $12,847 $9,324 $573 $2,441 $33,185
6/5 Centennial High School Graduation Ceremony [} 1 2,167 0 $0 $3,270 $3.911 $0 $0 $0 $7,181
6/6 Sandy High School Graduation Ceremony 0 1 2,228 0 $0 $3,270 $3,772 30 $0 - $0 $7,042
6/7 Rex Putnam High Sch. Graduation Ceremony 0 1 1,188 [o] $0 $3,270 $2,868 $0 $0 $0 $6,138
6/8 OHSU Grad. Ceremonies 0 3 3,789 0 $0 $5,010 $4,638 $0 $0 $37,922 | $47,570
6/9 Portland Symph. Choir 60th Anniversary 0 1 1,129 1,108 | 1% $39,472 $2,400 $5,292 $2,359 $0 $1,542 | $11,593
6/10 Metro Youth Symphony  [Musical Finale 0 1 1,028 670 24% | $12,589 $1,340 $3,474 $1,529 $0 $407 $6,750
/11 World Affairs Council Hafez Al-Mirazi [+] 1 1,673 2,374 | 85% $78,006 $3,680 $2,735 $4,415 $0 $1,033 | $11,863
6/14 Gladstone High School Graduation Ceremony 0 1 1,772 0 $0 $2,935 $1.415 $0 $0 $0 $4,350
6/16 Portland Gay Men's Ch.  |Peacemakers 4] 1 1,061 1,201 | 43% $33,030 $3,150 $4,880 $1,945 $0 $3,869 | $13,844
6/18 Marylhurst University Graduation Ceremony 0 1 1,644 [} $0 $3,270 $2,634 $0 30 30 $5,904
6/20 Standard Insurance Employee Meetings 0 2 1,481 0 $0 $3,250 $4,804 $0 $0 $0 $8,054
6/28 Oregon Public Broad. Wait Wait Don't Tell Me 0 1 2,588 2730 | 98% | $105.464 | $6,547 $5,742 $6,018 $0 $2,971 $21,278
NEWMARK 6/3 Aurora Chorus Standing on the Side 0 2 951 972 55% $20,090 $2,140 $6,505 $1,458 $0 $369 $10,472
6/4 Clackamas Charter Sch  |Graduation [4] 1 343 0 $0 $1,070 " $1,808 $0 $0 $1,046 $3,924
6/9 House of Blues Lisa Lampanelli 4] 1 845 853 97% | $27.936 $1,200 $1,624 $1,581 $266 $198 $4,869
6/13to 16 Billings Dance Dance Recitals 6 2 998 1,031 59% $20,055 $5,490 $7,739 $1,549 $0 $1,064 | $15,842
6/18 to 23 Westside Dance Acad. Kaleidoscope 7 6 481 2,622 | 50% | $49.,818 $9,465 $14,710 $3,933 $408 $3,153 | $31,669
WINNINGSTAD 5/4 to 6/7 Oregon Children's Th, Red Badge of Courage 1 29 9,504 5420 | 64% | $15,387 $4,615 $14,204 $2,771 $0 $0 $21,590
6/9 Scientology Private Meeting 0 1 240 0 $0 $750 $617 $0 $0 $0 $1,367
6/20 Standard Insurance Private Meeting 0 1 180 [} $0 $825 $1,113 $0 $0 $5,176 $7,114
6/23 Scientology Private Meeting 0 1 150 0 $0 $750 $428 $0 30 $0 $1,178
6/12 PCPA Volunteer Recognition 0 1 300 0 50 $0 $0 $0 $0 $4,370 $4,370
MAIN STREET  6/21 Big Brother/Big Sister Volunteer Recognition [ 1 300 0 $550 $2,571 $0 30 50 $3,121
TOTALS 31 77 61,551 | 44,454 | 64% | $1,610,672 | $106,765 | $175,751 | $92,622( $7,211 | $106,187 | $488,536

ART BAR AS A TOTAL=$10,990

MATT'S BAR AS A TOTAL=$8,200.00

KELLER CAFE AS A TOTAL=$343.00
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PCPA MONTHLY ANALYSIS - JUNE 2006
LOAD-IN GROSS GROSS | GROSS
FACILITY & DARK | TOTAL| TOTAL | PAID % TICKET CHARGES &| USER'S FOOD & |REVENUE
NAME PRESENTER EVENT DAYS | PERF. |ATTEND.]ATTEND.| SOLD]| SALES RENT |REIMBURSE.| FEE |SOUVEN.] BEV. | EARNED
KELLER Oregon Ballet Theatre Swan Lake 6 4 10,158 9,311 83% | $396,096 $4,770 $33,783 $13,967 $0 $15,308 | $67,828
Clear Channel Hairspray 1 8 16,731 19,624 | 83% | $1,002,117 | $47.477 $31,499 $49,060 | $4,098 | $25,537 | $157,671
ASCH Monqui Presents INXS 0 1 1,594 1,582 | 68% | $85,198 $6,816 $13,303 $5,111 $1,989 $6,903 | $34,122
Centennial High School Graduation [ 1 2,075 0 $0 $3,175 $3,652 $0 $0 $0 $6,827
Rex Putnam High School |Graduation 0 1 1,717 0 $0 $3,175 $2,571 50 $0 $0 $5,746
Gladstone High School Graduation 1 1 1,905 0 $0 $2,850 $3,523 $0 $0 $0 $6,373
Sandy High School Graduation 0 1 2,001 0 $0 $3,175 $3,701 30 $0 $0 $6.,876
Marylhurst College Graduation 0 1 2,045 0 $0 $3,175 $2,370 $0 $0 $0 $5.545
University of Phoenix Graduation 0 1 1,767 0 $0 $3,175 $3,062 $0 $0 $0 $6,237
OHSU Graduations 0 3 5,068 0 $0 $3,625 $5,956 $0 $0 $0 $9,581
Nathuropathic College Graduation 0 1 923 0 $0 $2,850 $2,851 $0 $0 30 $5,701
Metropolitan Youth A Music Finale 0 1 904 638 26% $9,867 $1,300 $3,820 $592 $0 $456 $6,168
House of Blues Hall & Qates 0 1 2,108 2,061 76% | $121.407 $9,451 $14,821 $7,148 $1,015 $4,544 | $36,979
Standard Insurance Employee Meetings 0 2 1,351 0 $0 $3,525 $4,901 $0 $0 $0 $8,426
Mugen LLC Jeannine O'Grady 0 1 618 49 25% | $14.,970 $2,600 $2,326 $904 $0 $296 $6,126
House of Blues Melissa Etheridge 0 1 2,540 2,579 84% | $233,170 $8,000 $15,180 $13,010 $3,100 $3.884 $43,174
Mugen LLC Dr. Elaine Pagels 0 1 963 802 40% $24,629 $2,600 $2,396 $1,487 30 $454 $6,937
INEWMARK Bill Graham Presents Brian Regan 0 2 1,711 1,776 |100%| $66,539 $2,070 $2,938 $3,766 $0 $3,505 | $12,279
PDX Symph Girls Choir Gala Spring Concert 0 1 392 419 48% $5,404 $1,040 $1,988 $629 $0 $852 $4,509
Commun. Music Center Sergiu Luca 0 1 279 208 34% $5,247 $1,040 $1,451 $367 $0 $184 $3,042
OHSU Music for the Heart 0 1 393 281 32% $9,516 $1,040 $2,076 $603 $1,037 $4,756
PDX Gay Men's Chorus Razzle Dazzle 1 1 801 798. | 91% | $19,651 $1,215 $5,104 $1,179 $1,770 $9,268
Westside Dance Read All About It 4 4 2,703 2703 | 77% | $47.934 $6,545 | © $13,369 $2,713 $551 $5,464 | $28,642
WINNINGSTAD |G4 Productions Menopause the Musical 3 30 8,752 9,932 | 87% | $393,223 | $26,750 $6,895 $23,618 | $1,696 | $11,545 | $70,504
|BRUNISH Westside Dance Dance Recital Warmups 4 0 0 0 $0 $1,500 $0 $0 $0 $0 $1,500
Portland Center Stage Auditions 4 0 42 0 $0 $420 $139 $0 $0 $0 $559
NTB ROTUNDA |OHSU Receptions (4] 3 782 0 $0 $750 $0 30 $0 30 $750
BACKSTG F&B [Monqui Presents INXS, bkstg ctrg 20% $359 $359
House of Blues Hall’Oates bkstg 20% $313 $313
House of Blues Etheridge bkstg 20% $189 $189
ARAMARK F&B Keller Café $9,128 $9,128
Matt's Bar $4,524 $4,524
Concert Series $1,200 $1.200
ArtBar $25,053 | $25,053
TOTALS 24 73 70,413 | 53,205 | 64% | $2,434,968 | $154,109 | $183,675 | $124,154| $12,449 | $122,505 | $596,892
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Monthly Event and Attendance Summary
July 1, 2005 - June 30, 2006

MONTH KELLER ASCH NEWMARK WINNINGSTAD BRUNISH/LOBBY TOTALS
Events Attendance Events Attendance Events Attendance Events Attendance Events | Attendance] Events Attendance
July 0 0 6 6,032 14 2,518 10 1,404 7 2,238 37 12,192
August 3 7,695 3 3,165 4 619 1 64 3 750 14 12,293
September 26 66,666 16 18,597 15 5,919 14 2,523 2 48 73 93,753
October 28 79,013 25 39,481 21 10,808 36 6,756 2 44 112 136,102
November 14 31,010 22 30,847 28 14,520 31 4,620 0 0 95 80,997
December 28 61,531 17 25,781 30 12,632 14 1,770 1 94 90 101,808
January 20 51,667 14 22,362 27 11,233 2 295 2 175 65 85,732
February 11 19,806 21 35,558 23 8,371 32 5,464 2 145 89 69,344
March 17 36,141 30 57,181 27 10,723 32 5,374 2 125 108 109,544
April 16 30,687 29 48,973 20 9,169 25 5,170 27 4,607 117 98,606
May 14 31,055 17 26,681 24 9,365 22 5,308 21 3,979 98 76,388
June 13 30,042 21 28,570 15 9,110 30 8,752 3 630 82 77,104
Total to Date 190 445,313 221 343,228 248 104,987 249 47,500 72 12,835 980 953,863
Lobby includes Main Street .
Monthly Event and Attendance Summary
July 1, 2006 - June 30, 2007
Month KELLER ASCH NEWMARK WINNINGSTAD BRUNISH/LOBBY TOTALS
Events Attendance Events Attendance Events Attendance Events Attendance Events |Attendance Events Attendance
July 0 0 4 6,834 13 1,495 30 5,829 12 2,222 59 16,380
August 9 16,556 0 0 3 182 31 4,144 13 2,605 56 23,487
September 16 45,961 15 24,125 17 7,712 30 4,902 24 1,766 102 84,466
October 16 29,597 24 30,098 35 19,295 29 4,488 5 828 109 84,306
November 15 26,306 24 39,710 11 3,526 29 5,156 6 480 85 75,178
December 22 45,525 22 32,450 22 11,823 27 4,016 16 1,506 109 95,320
January 24 48,517 17 18,983 4 2,048 24 3,043 1 35 70 72,626
February 12 30,581 23 42,211 19 10,110 24 3,648 32 3,946 110 90,496
March 11 21,190 18 29,380 11 6,433 25 5,461 24 3,889 89 66,353
April 23 43,604 21 36,127 18 8,149 17 1,857 5 130 84 89,867
May 10 22,570 23 37,157 25 12,899 38 7,237 1 50 97 79,913
June 20 32,144 23 33,411 41 12,679 38 4,789 21 1,482 143 84,505
Total to Date 178 362,551 214 330,486 219 96,351 342 54,570 160 18,939 1,113 862,897
Lobby includes Main Street
Change
Events -12 -82,762 -7 -12,742 -29 -8,636 93 7,070 88 6,104 133 -90,966
Percentage 6% -19% -3% -4% -12% -8% 37% 15% 122% 48% 14% -10%
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