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Downtown Roseburg Association
And Park-Smart
2019 Employee Handbook


Welcome to the Downtown Roseburg Association (DRA) and Park-Smart, a division of DRA.  You have an important role with our organization.  Because we are few in number, each of us is likely to be the first point of contact for the public we serve. You are our public “face.”

Therefore, we expect one another - employees, contractors, board members, and volunteers - to adhere to a code of conduct, ethics, and obligations that create and sustain a helpful, fair, friendly, and competent public presence. We further expect that all employees will help build a strong team and support one another in excellent performance of duties and customer service.

Organization and Responsibilities

Our Executive Director represents DRA and supervises the Park-Smart Operations Manager. The Operations Manager supervises all Park-Smart employees. The Executive Director reports to the President of the DRA Board of Directors.

By Charter, the Park-Smart Operations Team exists to serve its customers – the City of Roseburg and the customers, residents, businesses, contractors, and property owners in Downtown Roseburg. Park-Smart will deliver fair, thorough, and respectful implementation of its current contract with the City of Roseburg and, thereby, City parking ordinances.

The Park-Smart Operations Team, at the time of the adoption of this policy, is composed of three members:  the Operations Manager, Patrol Captain, and the Patrol Assistant.  In addition, part-time employees and volunteers support the field and office activities of the Operations Team; these people are an equally vital part of the organization and make mission accomplishment possible.
The Patrol Captain is responsible for all aspects of field enforcement, including, but not limited to customer contacts and visitor information, meter management and maintenance, and to City ordinance enforcement on the street.  The Operations Manager is responsible for handling customer contacts and complaints in the office, all aspects of accounts receivable, accounts payable, including payroll, business accounting, records management, and software and computer operations.

If you are working in one of these roles, or are serving as a support employee, contractor, or volunteer, we ask that you learn and understand how the organization is structured and work to help your teammates and ensure that the agency is successful.

















Code of Ethics
As a Downtown Roseburg Association and Park-Smart employee, I will exemplify the highest standards of honesty, commitment, and accountability (per ORS Chapter 244 and OAR Chapter 199), and, hereby, state the following:

· I know my authority well and use it wisely.  I will neither exceed nor abuse it.

· I will place team and organizational success ahead of my own.  I will work diligently at all tasks assigned to me, meeting my responsibilities to the best of my abilities. I will be an active and positive member of the team.

· I will conduct myself with the highest degree of integrity and honesty.  I will conduct myself in a manner which consistently maintains the public trust and the trust of my fellow employees and supporters.

· I will be intolerant of dishonorable or unethical conduct by any person working for DRA or Park-Smart, whether paid or volunteer, and will notify my supervisor about said conduct.

· I will not become a party to conduct that is likely to, or does bring disrespect to myself, my fellow employees, or DRA/Park-Smart.  To that end, I will not engage in personal conduct that affects, or could be perceived to affect, impartiality in my official capacity.

· I will avoid all conflicts of interest, perceived or real.  I will not use my position or authority for any personal gain or benefit.  I will refrain from seeking or accepting any gift, gratuity, or favor that is tendered, or could reasonably be perceived as being tendered, as an attempt to influence impartiality in my official capacity.

· I will serve the public with due respect, concern, courtesy, and responsiveness without prejudice.  I recognize the service to the public is beyond service to myself.

· I recognize that violation of these ethics could result in discipline or in the termination of my employment:

_____________________________________  
      Printed Name

_____________________________________    _______________________
      Signature					      Date


Safety
General Safety Rules
· Report all work injuries and illnesses immediately to your supervisor. Seek medical attention if needed. The employee and the supervisor equally share the responsibility to report the accident to the DRA Executive Director as soon as possible after any medical situation has arisen.
· Report all Unsafe Acts or Unsafe Conditions to your supervisor.
· Use seatbelts when on company business in motor vehicles so equipped and helmets when bicycling.  An employee may choose not to use a helmet because it is not required by law, but, if they so choose, the employee must sign a liability waiver indemnifying DRA/Park-Smart from any head-injury responsibility.
· Firearms, weapons, or explosives are not permitted on company property.  If authorized by the City of Roseburg and the DRA Board of Directors, personal defensive items (e.g., pepper spray, walking stick, baton) will be allowed on the premises.
· Use, possession, sale, or being under the influence of illegal drugs, misuse of prescription drugs and/or marijuana and/or alcohol is not permitted on company property or while on duty.
· Cigarette smoking is permitted only in designated "smoking areas.” This information will be provided to employees who smoke. By Oregon statute, any smoking must be 10 feet or further from any building entrance.

Workplace-Specific Safety Guidelines and Direction
Work Environment -- Many of our work areas (sidewalks, parking lots, offices, and building interiors and exteriors) display unsafe conditions, including uneven surfaces, tripping hazards, inattentive drivers, slippery or wet weather-related conditions, and narrow and steep stairways.  Furthermore, human waste and biohazard materials may be present in many locations.  We expect employees to familiarize themselves with their surroundings and the conditions therein and act prudently to avoid these unsafe conditions.  Further, we expect them to report these conditions to their supervisor or a Board Member. The City of Roseburg Public Works will then be contacted by the supervisor or Board member.  Employees may ask for personal protective equipment when situations warrant such a response.
Hostile Individuals -- Whether in the office or on the streets, our employees occasionally encounter people breaking Roseburg City laws, many not related to parking.  In addition, irate or erratic individuals often accost our employees while our employees are engaged in their normal duties.  We expect our employees to inform authorities by phone or other means about criminal behavior, avoid confrontation, and exit safely from these situations.  If employees cannot avoid confrontations, they are to call for assistance through the DRA/Park Smart office or directly with the 911/Roseburg Police Department if needed.

Reporting Accidents and Unsafe Conditions
Accidents and unsafe conditions should be reported immediately the DRA Executive Director or Board Member.  The verbal report should be followed by a detailed description of the situation in an electronic or written form within 24 hours.  If an employee’s life is in any way threatened, an immediate call to 911 shall be made and the DRA Executive Director notified. Supervisors or Board Members receiving these reports will document their response as soon as remediative action is taken or within one week, whichever comes first. Further, they will notify the full Board of the situation.

OPERATIONS METHODOLOGY

The Park-Smart Operations Methodology is displayed in the Appendix A, Section 3.2, Contract for Professional and Personal Service with the City of Roseburg.  

Dress Code:  the Park-Smart Field Dress Code is noted in Section 3.2.2 and 3.7 of Appendix A.  DRA and office employees are required to report to work in clean and presentable dress in good repair consistent with the Code of Ethics language, “I will not become a party to conduct that is likely to, or does bring disrespect to myself, my fellow team members or DRA/Park-Smart “

EMPLOYMENT POLICIES
Non-Discrimination and Affirmative Action

DRA/Park-Smart does not discriminate on the basis of sex, creed, color, ethnicity, national origin, religion, gender expression, sexual orientation, age, physical or mental ability, veteran status, military obligation, and marital status in activities meant to achieve any of its purposes.  These activities include, but are not limited to, employee hiring and employment practices, selection and management of volunteers, vendors and contractors, provision of services and interactions with the general public.
Zero Tolerance for Sexual Harassment

Sexual harassment in any form will not be tolerated in the DRA/Park-Smart workplace.  This includes harassment by touch, movement, or expression directed by one employee or volunteer towards another employee, a customer, a volunteer, or any other individual.

Once reported, harassment claims will be promptly investigated by the employee’s or volunteer’s supervisor, a Board Member, or an impartial third party.  If any action is warranted, remediative or compensatory action will take place within one (1) month of the investigation’s conclusion.

Employees or volunteers found responsible for sexual harassment will be subject to immediate employment termination.

Zero Tolerance for Abuse and Violence

DRA/Park-Smart has zero tolerance for verbal or physical abuse and for violence, real or threatened, in the workplace.  All necessary and legal means will be used to prevent abuse and violence from occurring.

At-Will Employment

DRA/Park-Smart does not offer tenured or guaranteed employment.  This means either the organization or the employee can terminate the employment relationship at any time, with or without cause, with or without notice. 

This employment at-will relationship exists regardless of any other written statements or policies contained in this handbook or any other company documents, or any verbal statement to the contrary.

No one except the Executive Director or Board President can enter into an employment relationship or agreement that is contrary to the previous statement. To be enforceable, such relationship or agreement must be in writing, signed by the Executive Director or President, and notarized.



Terminations and Resignations

With the understanding and policy of the at-will employment condition, the organization can terminate any employee at any time without written notice.  At the same time the employee can terminate his/her employment without cause or notice.

Once termination or resignation has occurred, the employee will receive their final paycheck within one (1) business day or, in rare circumstances, as soon as funds are available to pay them.

Discipline

Employees are required to comply with DRA/Park-Smart policies and procedures established by the Board of Directors and with day-to-day supervisory direction or team agreements.  Failure to become compliant and remain in compliance will result in disciplinary action, which can include suspension and employment termination.  Discipline is to be carried out in a uniform and impartial manner.

Pay and Benefits

DRA Park-Smart sets pay levels commensurate with job duties and responsibilities as noted in each employee’s job description (list in Appendix B).  Pay increases will be based on performance evaluations and funds available to the organization.  Recommendation for such increases will be made by an employee’s supervisor to either the Executive Director or the President of the Board of Directors.

In an effort to be competitive in getting and retaining stellar employees, the following has been approved by the DRA Board of Directors as a direct result of the November 19, 2018 Board meeting:

· Full time employees will receive four hours of PTO (paid time off) per pay period, which may be used for vacation or sick days. PTO will begin accruing when an employee has been on the job for 3 months, and works a minimum of 32 hours per week. PTO saved may be accrued to a cap of 192 hours.  Any amount accrued beyond this cap must be used or lost. DRA/Park-Smart will pay out ½ of saved PTO value upon leave of service. Part time employee will earn PTO pro-rated to the number of hours they work per week.



· DRA/Park-Smart will cover 100% of each employee’s health insurance premium. Further, DRA/Park-Smart will cover 50% of each employee’s spouse’s premium. Should either the employee or the employee’s spouse not have the need for this benefit, they may elect to choose from the following:

· If the employee is already covered by other health insurance, they may elect to take one or a combination of the following at 100% of what the cost of their insurance premium would be:

· AirMedCare
· Aflac
· Dental Coverage
· Disability Insurance
· Gym Membership
· Health Savings Account (HSA)
· Life Insurance
· Retirement
· Vision Coverage

· If the employee’s spouse is already covered by other health insurance, the employee may elect to take one or a combination of the above options at 50% of the insurance premium cost.

· If either the employee and/or their spouse has other insurance coverage a formal statement to that affect is required by DRA/Park-Smart and will be provided to the agency’s insurance carrier and placed in the employee’s file.


Employee Privacy
Employees have the right to security for their individual employment documents and records and privacy for themselves or their personal possessions while on the job.  Their right to privacy does not extend to their work space or to equipment the organization makes available to them so they may perform their duties.  Their right to privacy also does not extend to investigations of criminal complaints or of violations meriting immediate termination as noted in this Employee Handbook.


RULES AND PROCEDURES
Hiring Process

In hiring for any position, the agency sends out a broad announcement, receives applications, narrows the field to the top candidates, and calls for interviews.  Depending on the nature of the position, interviews may be with the Board of Directors, The President/Executive Committee, Operations Team, or the Executive Director. 

Once a candidate is chosen a background check will be performed to include:  criminal history, driving history, and, from the application, education and references.
 
The background check will be performed before hire of individual.  If there is an exception made, the person will be on probation until all items are completed.  In the case that an applicant is hired before the background check is completed, the applicant will be told that at any point employment may be terminated if negative results are revealed.


Probation for New Employees

All newly hired employees are subject to a probationary period of not less than 30 days nor more than 90 days.  Each new employee will have the purpose of the probationary period explained to them at the time of hiring.

Probation periods are meant to assure that new employees can successfully complete the background check (certified by the Business Operations Team Member) and successfully complete the training necessary for accomplishment of basic job duties (certified by the new employee’s supervisor).  Consequences of not successfully completing the probationary period will be dismissal.

New employees will be informed about and agree to the probationary period as follows:
· Prospective employee will be given notice in writing of how long the probationary period will be.   Probationary periods will be kept to a reasonable period of time.  Unduly short and unnecessarily long probationary periods are not typical.


· Inform the probationary employee that if he/she is found to be unsuitable for employment during the probationary period, he/she will be terminated without advance notice or pay in lieu of notice (subject to any overriding statutory termination requirements) .
· Ask the prospective employee if he/she understands, and/or has any questions about, the probationary period. Take detailed notes of any such conversations.
· Have the prospective employee agree in writing to the terms of the probationary period as a condition of the offer of employment (see Appendix D.
During the probationary period, the new employee will be managed in the following way:  
· The probationary employee will be provided with a fair and reasonable opportunity to demonstrate his/her ability before you reach any conclusion is reached to dismiss the employee.
· Concerns will be addressed with the probationary employee, verbally and in writing, when they arise, about his/her performance during the probationary period.  Do not wait until the end of the period.
· Probationary employee will be provided with assistance in improving his/her performance.  Remind the probationary employee that he/she will be terminated if his/her performance does not improve.
· Only once the probationary employee has been provided a fair, honest, valid and properly motivated assessment of his/her suitability for employment, the agency, as an employer, may properly dismiss the employee without cause and without notice or pay in lieu of notice.
· Probation provisions--ending probation does not alter the at-will relationship.


Pay Days and Paid Expenses

Pay days are the 5th and 20th of each month for the half-month proceeding each pay day.  

DRA/Park-Smart employees will seek approval their supervisor before incurring expenses on behalf of the organization.  Once an employee incurs expenses on behalf of DRA/Park-Smart, a receipt must be presented and approved by the employee’s supervisor prior to reimbursement through the Operations Manager, which will generally occur at the next pay day.


Work Hours

Each employee’s work hours will be shown in their job description (List in Appendix B).  Office hours will be from 9 am to 1 pm, Monday through Friday.  Patrol hours will be as noted in Appendix A, Section 3.1.2, Contract for Professional and Personal Service with the City of Roseburg.  

Meal Periods and Rest Breaks

DRA/Park-Smart follows the State of Oregon Bureau of Labor and Industries Requirements (BOLI) as shown in this matrix:

	Length of work period
	Number of
rest breaks
required
	Number of
meal periods
required

	2 hrs or less 
	0
	0

	2 hrs 1 min - 5 hrs 59 min 
	1
	0

	6 hrs 
	1
	1

	6 hrs 1 min - 10 hrs 
	2
	1

	10 hrs 1 min - 13 hrs 59 min 
	3
	1

	14 hrs 
	3
	2

	14 hrs 1 min - 18 hrs 
	4
	2

	18 hrs 1 min - 21 hrs 59 min 
	5
	2

	22 hrs 
	5
	3

	22 hrs 1 min - 24 hrs 
	6
	3


 

Meal periods will be 30 minutes and will be unpaid.  For employees working six (6) hours per day or more, meal periods will occur between the second and sixth hour worked (11 and 3 pm generally).  Meals will be taken in the lunch/break room or out of the office, and away from other employees doing their work.  Part-time employees do not get a meal period unless she/he negotiates that unpaid break with her/his supervisor or the Board President. An extended lunch hour may be requested.

Rest breaks will be 10 minutes for every four (4) hours worked.  Rest breaks will occur between the second and fourth hour of continuous on-duty work.  Any employee working over six hours will take two rest breaks.

Biological breaks at any time are acceptable.



Holidays and Personal Leave
DRA/Park-Smart employees will observe the holiday schedule noted in Appendix A, Section 3.1.2, Contract for Professional and Personal Service with the City of Roseburg:   New Year's Day, Dr. Martin Luther King, Jr.'s Birthday Observance (3rd Monday in January), President’s Day (3rd Monday in February), Memorial Day Observance (last Monday in May), Independence Day, Labor Day (1st Monday in September), Veterans Day Observance, Thanksgiving Day and Christmas Day. 

Optional holidays, such as the day after Thanksgiving, observed by some governments and businesses will not be observed unless approved by a supervisor.  Early-release on days before holidays may be approved by supervisors for employees working more than six (6) hours.

Personal leave for any purpose (e.g., sickness, family and medical leave, vacation) must be approved by an employee’s supervisor in advance, if possible. The exception is that an employee will be paid for the actual time spent making documented, physician-required return visits to a doctor’s office or medical facility after receiving a reportable on-the-job injury.


Family and Medical Leave
DRA/Park-Smart adheres to the Family Medical Leave Act (FMLA).  The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave for specified family and medical reasons with continuation of group health insurance coverage under the same terms and conditions as if the employee had not taken leave. 
Eligible employees are entitled to twelve work weeks of leave in a 12-month period for:
· The birth of a child and to care for the newborn child within one year of birth;
· The placement with the employee of a child for adoption or foster care and to care for the newly placed child within one year of placement;
· To care for the employee’s spouse, child, or parent who has a serious health condition; 
· A serious health condition that makes the employee unable to perform the essential functions of his or her job; 
· Any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or parent is a covered military member on “covered active duty;”
or 
· Twenty-six work weeks of leave during a single 12-month period to care for a covered service member with a serious injury or illness if the eligible employee is the service member’s spouse, son, daughter, parent, or next of kin (military caregiver leave). 


Disability Accommodation Requests
DRA/Park-Smart will respond to reasonable-accommodation requests consistent with the Americans with Disabilities Act and Oregon law.  Employees may make their requests either orally or in writing.  Supervisors will evaluate the requests and respond within one (1) week, either accommodating the request, offering alternatives for negotiation, or declining the request with an explanation.


Jury Duty
DRA/Park-Smart supervisors and peers will encourage and support other employees to fulfill their civic responsibilities by serving jury duty when summoned.  Regular full- and part-time employees will be granted their regular pay for the time they are required to serve on a jury; hours paid will equal to, but not exceed, their regularly scheduled work hours.  Any monetary compensation provided to an employee serving jury duty will be given to DRA/Park Smart, with the exception of mileage reimbursement. 

If an employee gets a jury duty summons, he/she will show it to his/her supervisor or other Team Members as soon as possible.  The employee will report back to work whenever the court schedule permits.  

An employee may also ask the court to be excused from jury duty if necessary.  Supervisors or team members may ask that an employee request to be excused if his/her absence would cause a major operational difficulty.


Military Service

DRA/Park-Smart will support employees called up for military service to the extent possible.  Generally, the following conditions will be met:

Military members have the right to be reemployed in their civilian job if they leave that job to perform service in the uniformed service and the members as follows:

· they ensure that their employer receives advance written or verbal
notice of their service;
· they have five years or less of cumulative service in the uniformed
services while with that particular employer;
· they return to work or apply for reemployment in a timely manner
after conclusion of service; and
· they have not been separated from service with a disqualifying discharge or under other than honorable conditions.

If a member is eligible to be reemployed, they must be restored to the job and benefits they would have attained if they had not been absent due to military service or, in some cases, a comparable job because the organization could not keep the job open for the deployment period or the job has been abolished or combined with another.


Work and Leave Time Reporting

Employees and volunteers will report actual hours worked by signing in and out when arriving for duty, when taking meals, and when departing work for personal leave or at the end of their work hours.  Failure to keep accurate hours-worked records can, for employees, lead to discipline and possible termination.
 

Performance Reviews and Improvements

Performance reviews may be conducted by an employee’s supervisor on an annual basis and conclusions noted in writing.  Once per year self-evaluations will also be completed by each employee.  Evaluation will be based on how well employees accomplish their major duties, adhere to the Code of Ethics, and in the case of the Operations Team, how well they are keeping their agreed-to norms and expectations.

Once an evaluation is complete, an employee may be eligible for compensation if she/he has met or exceeded performance requirements.  If he/she has not met requirements, then they may be subject to a performance-improvement plan.  Each such plan will:  describe any performance deficiencies, note what competency should be achieved to overcome each deficiency, detail the training or other means to achieve competencies, and state a clear timeline for plan accomplishment.
At the end of the timeline described by the performance-improvement plan, if the deficiencies have not been corrected, the plan may be amended and extended or the employee terminated.

Conducting Personal Business During Work Hours 
Employees are encouraged to use DRA/Park-Smart equipment for all communications and work activities.  Employees may opt to use their own equipment for reasons of safety, efficiency, or filling in for equipment not made available by DRA/Park-Smart.  

Regardless of equipment ownership, conducting personal business electronically (e.g., phone, text, email, games, entertainment) or in person is not allowed during work hours unless the employee is on a meal period, rest break or, in rare cases, in an emergency.  Violations of this requirement will make employees subject to discipline and termination.


Personal Use of Company Equipment
Personal use of company equipment, both office and field, is generally prohibited.  The exception is if an employee’s supervisor gives permission in advance of the use and that use is minor and incidental.  Employees engaging in such use must maintain the equipment in the condition they found It and replace any materials consumed.

Violations of these requirements may result in an employee’s discipline or termination.


Other Violations Meriting Immediate Termination
The following actions and behaviors will be considered violations of DRA/Park-Smart Code of Ethics and employment policies and will be grounds for immediate termination:

· Theft of DRA/Park-Smart’s, or other employees’ or volunteers’, property or services;
· Dishonesty by omission or commission;
· Misconduct consistent with violating the Code of Ethics, provisions of this Employee Handbook, or requirements of the DRA or Park-Smart contracts with the City of Roseburg;
· Insubordination, including menacing language or refusal to perform duties;
· Use of illegal drugs and alcohol on the job or having an effect on job performance;
· Smoking in areas prohibited by law;
· Sexual harassment and verbal abuse;
· Physical confrontation or invasion of the privacy of another person;
· Workplace violence in any form;
· Arrest;
· Preferential treatment of employers, employees, residents, or contractors in downtown.



Violations will be documented immediately by Team Members, supervisors, or Board Members.  Depending on the severity of the violation, an employee may be immediately terminated and required to leave the workplace or may be subject to progressive discipline until desired behavioral changes occur.


Progressive Discipline

While DRA/Park-Smart may elect to follow its progressive discipline procedure, the company is in no way obligated to do so.  Using progressive discipline is at the sole discretion of the company in an employment at-will workplace.  If the progressive process is employed, the following process may be used:
 
· First offence:  verbal warning, noted in personnel file; corrective action plan given to employee;
· Second offence:  written warning delivered to employee and copy placed in personnel file; corrective action plan documented and reviewed with employee;
· Third offence:  suspension or dismissal.

There are many different types of corrective actions, including training, changes in duties or supervision, product redesigns, and other improvements.  Corrective action can be implemented in a variety of different ways as well, including group and one-on-one meetings, the use of peer or professional mediators, and the employment of behavioral or other counselors. 
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2016 PARK-SMART CONTRACT
DOWNTOWN ROSEBURG ASSOCIATION CONTRACT

This Contract is made and entered into this _____ day of ___________, 2019, by and between the CITY OF ROSEBURG, an Oregon municipal corporation, hereinafter called "CITY", and DOWNTOWN ROSEBURG ASSOCIATION, an independent contractor, hereinafter called "CONTRACTOR".

AGREEMENT
1.	Term.  
1.1	Initial Term.  Beginning July 1, 2019 and continuing thereafter until June 30, 2021, (“Initial Term”) unless terminated sooner as allowed by paragraphs 18 and 19, CONTRACTOR shall perform the services required by this Contract.

1.2	Renewal Terms.  Unless terminated sooner as allowed by Sections 18 and 19, this Contract may be extended for two additional three-year terms.

	1.2.1	CONTRACTOR shall provide CITY with written notice of CONTRACTOR’s desire to renew this Contract (“Renewal Notice”) no less than 120 days preceding expiration of the Initial Term.  Within 45 days of receipt of the Renewal Notice, CITY shall provide CONTRACTOR written notice of CITY’s decision of whether to renew this Contract.  Such decision shall be at the sole discretion of CITY.

	1.2.2	CITY and CONTRACTOR shall execute an amendment to this Contract to acknowledge acceptance of the Renewal Term.  With the exception of the annual fee paid to CITY by CONTRACTOR, the terms and conditions of this Contract shall otherwise remain the same.  CITY reserves the right to renegotiate the annual fee at the time of renewal.

2.	General Scope of Service.  CONTRACTOR shall provide parking enforcement and administration services.  

3.	Specific Services.
3.1.	Patrol Area and Hours.

	3.1.1	Patrol Areas: All publicly-owned parking areas and on-street parking areas are listed below.

· Central Business District
· Laurelwood Historic District
· Court Street parking lot (gravel and hard-surfaced)
· City Hall Parking Lot
· Chadwick Street from Douglas to Lane
· 900 block of Stephens Street
· 300 block of SE Rose Street (Public Safety Center)
· Odd side of 700 block of SE Kane Street
· Odd side of 1000 block of SE Lane Street
· Sheridan Street
· Flegel, Phillip and Shalimar Parking Lots 
· Overpark Parking Garage
· All metered parking spaces adjacent to these areas
· Other areas adjacent to or in close proximity to these areas
· Other areas as may be agreed to by the parties

3.1.2	Enforcement Hours Time/Day: Patrol hours shall be Monday through Saturday 9:00 a.m. to 5:00 p.m., as determined by CONTRACTOR, excluding Holidays. Applicable City Holidays are: New Year's Day, Dr. Martin Luther King, Jr.'s Birthday Observance (3rd Monday in January), President’s Day (3rd Monday in February), Memorial Day Observance (last Monday in May), Independence Day, Labor Day (1st Monday in September), Veterans Day Observance, Thanksgiving Day and Christmas Day.

3.2.	Operations Methodology.

3.2.1	CITY strongly believes in customer service and expects administrative and enforcement personnel to treat the public in a courteous, helpful and professional manner. 

3.2.2	Enforcement action is to be carried out in a uniform and impartial manner. CONTRACTOR shall not directly or indirectly give any preferential treatment to any person or entity in the performance of enforcement duties. 

3.2.3	CONTRACTOR shall operate in compliance with CITY Ordinances and Parking Enforcement Policies, which may be amended from time to time by the CITY or State of Oregon respectively.  

3.3.	Enforcement Duties.

3.3.1	Patrols of Time Limited, Free Parking, and Metered Zones: CONTRACTOR shall Patrol all time-limited zones, City-owned rentable parking areas, the Free Parking Zone Downtown, parking meters and CITY employee parking lots at a frequency necessary to ensure consistent enforcement. 

3.3.2	Disabled Persons Parking Areas.  Other parking restricted areas, including disabled persons parking in designated public and private off-street parking areas, will be monitored by CONTRACTOR at a frequency necessary to ensure consistent enforcement.  In addition, the Parking Control Officer will respond to calls from the Police Department's Volunteers in Police Service (VIPS) who identify violations in handicapped parking areas within the District.  In addition to any applicable CITY Ordinances, CONTRACTOR shall regulate offenses related to parking spaces reserved for persons with disabilities in compliance with ORS 811.615 and 811.617.  Fines for violations described by ORS 811.615 and 811.617 shall be in accordance with the most recent “Schedule of Fines” for applicable violations, established by the State.

3.3.3	Types of Violations: CONTRACTOR shall enforce all parking and related ordinances within the contract area, including:

a.	All restricted areas
b.	All "no parking" areas
c.	Parking violations including trucks and commercial vehicles
d.	Vehicles parked on sidewalks
e.	Parking issues generated from construction zones
f.	Vehicles parked too close to fire hydrants, driveways, stop signs, intersections or crosswalks
g.	All metered areas
h.	Alleys
i.	All other parking related ordinances as contained in CITY code as they currently exist and as they may be amended.

3.3.4	Towing: Contractor will determine whether any parked vehicles need to be booted or towed in accordance with criteria provided by CITY as Exhibit B - Roseburg Municipal Code Chapter 8.08.  When the Contractor determines that a particular parked vehicle meets these criteria, the Contractor shall arrange for the towing of the vehicle.  

3.3.5	Reporting of Missing or Damaged Signage: Missing or damaged CITY property including, but not limited to, signs and service equipment observed by Enforcement Officers are to be called in immediately to the Street Superintendent.  A written notice is also to be sent by CONTRACTOR via e-mail to the Street Superintendent by the end of the shift in which the missing or damaged property was observed. The type of sign and its exact location are to be included in any communication to the CITY.

3.4.	Contractor Services and Responsibilities.

3.4.1	Court Appearance: CONTRACTOR will be responsible for its employees appearing in court on time and prepared to testify on parking related cases in a professional manner. CITY will respond to any questions regarding court appearances. 

3.4.2	Complaints: Citizen complaints regarding parking enforcement and/or fines shall first be addressed by the CONTRACTOR and then the CITY Police Department.

3.4.3	Revenues: All parking related revenues, which include but may not be limited to, fines from parking citations issued by the CONTRACTOR, monthly parking space rental, parking violations issued by the CITY Police Department and processed by CONTRACTOR and parking meters will be collected and retained by the CONTRACTOR.  

3.4.3.1	Appeals Process: Any parking citation appealed will be handled in the same manner as citations appealed in the CITY of Roseburg Municipal Court.

3.4.3.2	Collection Process: In accordance with ORS 697.105, the CONTRACTOR or his Subcontractor shall send out a delinquent letter notice to the registered owner of the vehicle 20 days after the citation was issued, if the fine has not been received. 

3.4.3.3	Fine Amount: Basic overtime parking fines shall be set by the Roseburg Municipal Court Judge and are currently $25. The bail schedule is as follows:

	0 - 10 days		Original Bail amount	
11 - 30 days		Original Bail amount plus $10
31 - 50 days		Original Bail amount plus $30
After 50 days		Original Bail amount plus $50

3.4.4	On an on-going basis, CONTRACTOR’s Enforcement Officer(s) shall introduce themselves and the CITY Parking Enforcement Program to new businesses and property owners along the patrol routes.

3.4.5	Parking Meter Maintenance.  CONTRACTOR shall be responsible for repair and maintenance of the CITY’s parking meter inventory.  CITY shall provide meters and meter parts including, but not limited to, meter mechanisms, meter clocks, idler gears, bar pins, motherboards and batteries.  Meters and meter parts shall be stored by CONTRACTOR at a site approved by CITY.  CONTRACTOR shall provide an annual inventory of all stored meters and associated parts.  Warranty claims for parking meters will be handled by CONTRACTOR with support from the CITY.

3.4.6	Parking Permit Administration. CONTRACTOR shall be responsible for managing the CITY’s parking permit program for CITY lots, parking garage and on-street residential parking.

3.5.	Vehicles. The use of a vehicle in performance of the CONTRACTOR’s services is not a requirement. However, should a vehicle(s) be used, the following will apply.

3.5.1	Identification Markings on Vehicles:  All vehicles used by enforcement personnel shall be clearly identifiable as performing parking enforcement. Vehicle markings shall not be similar to CITY traffic vehicles.

3.5.2	Compliance with Laws: Vehicles shall be operated at all times in compliance with state and local motor vehicle and emissions laws.

3.5.3	Posted Warning Signs: The rear of all patrol vehicles shall have a sign warning of frequent vehicle stops.

3.5.4	Vehicle Specifications: The CITY must approve any vehicle used for parking enforcement purposes.

3.5.5	Alternatives to Vehicles: Foot enforcement personnel and bike enforcement personnel may be used in lieu of vehicles, as long as adequate coverage is maintained and compliance is met with all state and local pedestrian and traffic laws.

3.6.	Personnel.

3.6.1	General.  CONTRACTOR shall run background checks and screen its employees before the employee will perform any work or provide any services under this Contract.  CONTRACTOR shall:

a.	Require all its applicants, as a condition of employment, apply for and receive a criminal history check from the Oregon State Police (OSP), a Criminal Identification Office or appropriate Federal/National Security Agency which shall be provided by the CONTRACTOR; or 

b.	Contact the OSP, Criminal Investigation Office and obtain an “Oregon only” criminal history check on the applicant.

c.	Obtain driving record of the applicant from the Oregon Department of Motor Vehicles.

d.	Employ only persons competent and skilled in the performance of the work assigned to them and provide skilled and responsible supervision for such persons.

e.	Not allow employees to carry a firearm or any type of weapon while on duty.

f.	Ensure personnel are polite and courteous to the public and downtown parking patrons.  Confrontations are to be avoided.

g.	Ensure employees do not implicitly or explicitly represent that they are Police Officers or other employees of the CITY of Roseburg.

h.	Be responsible for all aspects of recruitment and selection of parking enforcement personnel.

i.	Ensure all employees comply with all existing state and local motor vehicle laws while operating in the CITY.

j.	Not use discriminatory hiring practices.

3.6.2	Employee Standards.  CONTRACTOR shall not use any employee under this Contract who is currently under indictment, has an outstanding warrant, has been convicted of any crime involving dishonesty or has any criminal psychological or employment history that in CONTRACTOR’s judgment poses a risk to the security and confidentiality requirements of this Contract.  In addition, CONTRACTOR’s employees shall not be abusive in the use of foul language or make comments of a sexual or racial nature, etc., while providing services under this Contract.  Any employee of the CONTRACTOR who fails to meet this requirement following a single verbal warning shall be excluded from providing services under this Contract.

3.6.3	Supervision:  CONTRACTOR will be responsible for assuring employee compliance with all employment related laws and regulations, respond to inspections/audits by regulatory agencies and pay any fines or assessments levied by regulatory agencies.  CONTRACTOR will be responsible for all employee supervision, disciplinary and termination actions.

3.6.4	Certification/Licensing.  CONTRACTOR shall obtain all necessary certifications and licenses necessary to undertake this Contract.  Any such certifications or licenses shall be obtained prior to the commencement of enforcement operations.

3.7.	Uniforms.

3.7.1	Appearance:  CONTRACTOR shall provide all enforcement personnel with professional appearing uniforms approved by the CITY.  The uniforms shall not resemble a Police Department uniform.

3.7.2	Photo Identification:  All enforcement personnel must carry photo identification while on duty.

3.7.3	Required Times to Wear:  All personnel are to be in complete uniform at any time during duty hours, including time in court.

3.8.	Training.

3.8.1	CONTRACTOR Responsibilities:  CONTRACTOR will be responsible for complete training of parking enforcement personnel.  CONTRACTOR will maintain training records for periods as prescribed by law or policy as appropriate.

3.8.2	Materials:  CITY will provide all materials related to regulations concerning enforcement to CONTRACTOR.  All other training materials are to be provided by CONTRACTOR.

3.8.3	Contents:  Training will include, but not be limited to:

a.	Customer service and expectations.
b.	Dealing with difficult people. Conflict management and/or dispute management.
c.	Civil Rights law and procedures.
d.	Municipal laws and ordinances relating to parking enforcement.
e.	Giving testimony and courtroom procedures.
f.	Job procedures and emergency protocol.
g.	Job safety as required by OSHA.

3.9.	Reports and Records.

3.9.1	Recordkeeping:

3.9.1.1.	CONTRACTOR is responsible for all employment related recordkeeping and shall provide, upon request by the CITY, personnel and training information for each employee.

3.9.1.2	Individual CONTRACTOR employees shall have a personnel file containing the following information with a copy of file to be furnished to CITY upon request.

· Completed application form.
· Completed background investigation and testing process.
· Training received (CONTRACTOR to furnish outline of training program to CITY for approval prior to issuance of Limited Commission).
· Written or phone in complaints received against employee including disposition.

3.9.1.3	Each Enforcement Officer shall maintain a daily logbook of conversations, complaints and unusual circumstances that occur while performing work duties.  The logbook shall be kept current at the end of each shift.  In addition, each Enforcement Officer shall include in the daily activity log the following:

· Number of citations by type of violation and by location.
· Number of warnings.
· Number of impounds.
· Number of parking related service requests from citizens.
· All of the above reports by day, date, hour and location.
· A log of the above reports by day, date, hour and location.
· Location and hour of handicap parking enforcement.

3.9.1.4	Inspection:  CONTRACTOR shall keep all records as listed above for at least three years following the expiration or termination of this Contract.  CONTRACTOR shall keep all records in its regular business office and shall keep the records in an orderly manner as may be instructed by CITY to assure easy access and reference to the records and shall make all records available for inspection and copying by CITY during business hours.

3.9.2	Reports:  CITY may make additions or deletions to the list of reports it requests at its discretion.  The following reports shall be prepared, transmitted and maintained at a minimum:

3.9.2.1	Quarterly summary of ticket activity, including the number of tickets by infraction type, by street/area and a listing of voided tickets with an explanation.  CONTRACTOR shall only void tickets after approval from CITY’s Municipal Judge.

3.9.2.2	Quarterly financial summary including citations, fines collected, meter collections and permit fees collected.

3.9.2.3	Management report of current quarterly receipts.

3.9.2.4	Quarterly report of Disabled Persons Parking Citations and Roseburg Police Department issued citations stating the ticket number, amount issued, amount paid, the location, date issued, date paid, license plate number and amount due to the State in accordance with ORS 153.633 and 153.650.

3.9.2.5	Written reports on all complaint phone calls or on-street complaints to Officer on duty.  Reports shall include names of parties involved, phone numbers, addresses (if known), the nature of complaint and action taken.

3.9.2.6	Reports containing the above data are to be furnished to CITY no later than the 20th of the month following each calendar quarter (January 20, April 20, July 20 and October 20).

3.9.2.7	An annual report of employees of downtown businesses in compliance with RMC 8.04.030 by March 31 of each calendar year.

3.10.	Business Space, Supplies and Equipment.

3.10.1	CONTRACTOR is responsible for obtaining and maintaining office, maintenance and storage space.

3.10.2	CONTRACTOR is responsible for furnishing all supplies for both office and field work, including citations and other materials and operating expenses.

3.10.3	CONTRACTOR is responsible for furnishing all equipment necessary to complete the Scope of Work that is not explicitly cited as being supplied by CITY within this Contract.  City-supplied materials include one vehicle, if CONTRACTOR chooses to utilize such vehicle and two handheld devices and the associated software.  CONTRACTOR will retain possession City-supplied materials and assume responsibility for repair, maintenance, replacement or upgrade to said materials until the expiration or termination of this Contract.

4	Payment of Expenses.  CONTRACTOR shall promptly pay all bills, wages and other expenses incurred in connection with the services or facilities covered by this Contract.

5.	Fees

5.1	Payment to CONTRACTOR:  As compensation for services to be rendered hereunder, CONTRACTOR shall retain 100% of the gross revenue generated per calendar for each of the following:

· Parking Meter Revenue;
· Parking Rental Space Revenue; and
· Parking Fines.

This payment shall be full compensation for work performed, for services rendered and for all labor, materials, supplies, equipment and incidentals necessary for perform the work and services.

5.2	Payment to CITY.  In consideration for the rights granted by CITY to CONTRACTOR, CONTRACTOR shall pay an annual fee of $42,500 during the first year of this Contract.  The fee shall be made in equal monthly payments by the 5th of each month.

The annual fee for the second year of this contract shall be $45,000.  The fee for the final year of this Contract shall be $47,500.  Should CONTRACTOR exercise the option outlined in Section 1 of this Contract, the annual fees shall be renegotiated.

6.	Insurance Requirements.  At all times during the term of this Contract, at the sole expense of the CONTRACTOR, CONTRACTOR shall maintain continuously in effect the insurance policies described herein.  Each policy shall be written as a primary policy, not contributing with or in excess of any coverage the CITY may carry.  A copy of each policy or a certificate, and copies of additional insured endorsements, satisfactory to the CITY shall be delivered to the CITY prior to commencement of any work or services provided under this Contract.  The certificates shall specify and document all insurance-related provisions within this Contract.  A renewal certificate will be sent to the CITY 10 days prior to coverage expiration.  Unless specified, each policy shall be written on an “occurrence” form.  Policies must be underwritten by an insurance company deemed acceptable to the CITY and admitted to do business in Oregon, or, in the alternative, rated A- or better by AM Best.  The CITY reserves the right to reject any insurance carrier with an unacceptable financial rating.  There shall be no cancellation, material change, exhaustion of aggregate limits or intent not to renew insurance coverage without 30 days written notice to the CITY.  The 30-day notice of cancellation provision must be physically endorsed on the policy.  In the event the statutory limit of liability of a public body for claims arising out of a single accident or occurrence is increased above the combined single limits specified in this Contract, CITY shall have the right to require CONTRACTOR to increase the CONTRACTOR’s coverage by an amount equal to the increase in the statutory limit for such claims and to increase the aggregate coverage by twice the amount of the increase in the statutory limit.  Failure to maintain any insurance coverage required by this Contract shall be cause for immediate termination of the Contract by the CITY, but termination shall not relieve CONTRACTOR of its obligation to provide and maintain such coverage, and CITY shall be entitled to enforce all liability and indemnity provisions of this Contract following such termination.  In addition, all requirements concerning insurance and indemnity shall survive the termination of this Contract.

6.1	Commercial General Liability.  Throughout the term of this Contract, CONTRACTOR shall maintain continuously in a broad commercial general liability insurance policy with coverage of not less than $2 million combined single limit per occurrence, with an aggregate of $4 million, for bodily injury, personal injury or property damage.  The policy shall also contain an endorsement naming the CITY as an additional insured, on a form satisfactory to CITY, and expressly provide that the interest of the CITY shall not be affected by CONTRACTOR’s breach of policy provisions.  Such policy must be maintained in full force and effect for the duration of this Contract, failure to do so shall be cause for immediate termination of this Contract by CITY.  Any additional insured requirements included in this Contract shall both provide completed operations coverage after job completion and coverage that is primary and non-contributory.  Claims Made policies will not be accepted.

6.2	Automobile Liability Insurance.  Should a vehicle be used to perform the scope of work, at all times during the term of this Contract, and at the sole expense of CONTRACTOR, CONTRACTOR shall maintain “Symbol 1” automobile liability coverage including coverage for all owned, hired and non-owned vehicles, equivalent to a combined single limit per occurrence on not less than $1,000,000 for bodily injury or property damage. 

7	Books and Records.  CONTRACTOR shall keep complete and proper books, records and accounts of all transactions performed as part of this Contract and the approved invoices and work program.  The books, records and accounts shall be open to inspection by CITY or its designee during normal business hours, and shall remain open to CITY for such inspection for three months following termination of this Contract.

8.	Availability.  CONTRACTOR shall be available for meetings, discussions and program reviews with sufficient notice. 

9.	Assignment.  The responsibility for performing CONTRACTOR's services under the terms of this Contract shall not be assigned, transferred, delegated or otherwise referred by CONTRACTOR to a third person without the prior written consent of CITY.  

10.	Compliance with Law and Standard Contract Provisions.  CONTRACTOR shall comply with all federal, state and local laws, including Roseburg Municipal Code Regulations relating to business registration, and with all Standard City Contract Provisions as outlined in the attached Exhibit "A".

11.	Health Hazard Notification.  Contractors who are hired to perform work for the City involving the need to control hazardous energy or enter confined spaces will be informed of our programs and the associated hazards that City staff is aware of.  The notification is not designed to take over the contractor's safety responsibilities to his or her employees but to provide appropriate notification under the Oregon OSHA rules.

12,	CITY Rights.  CITY retains the right to:
12.1.	Modify, alter, add, delete or replace any:

· CITY supplied forms and/or equipment.
· Procedures, instructions and Code requirements during the Contract term.
· Enforcement areas, routes, level of enforcement, placement of enforcement effort and type of enforcement.

12.2.	To approve or disapprove of any employee employed by CONTRACTOR and to test all new employees before issuing enforcement authority and to withdraw the enforcement authority of any enforcement personnel permanently or temporarily when such action is in the best interest of CITY.

12.3.	To request removal of any employee when continued employment would be detrimental to the best interests of CITY.  CITY shall provide any such request in writing.

13.	Independent Contractor. CONTRACTOR is an independent contractor. CONTRACTOR shall control the manner in which it performs the services herein, however, the nature of the services and the results to be achieved shall be specified by CITY. CONTRACTOR is not to be deemed an employee or agent of CITY and has no authority to make any binding commitments on behalf of CITY except as expressly approved by CITY's City Manager.

14.	Indemnification.  Each party shall indemnify, hold harmless and defend the other, its officials, agents and employees, from and against any and all claims, damages, losses and expenses, including attorney fees, arising in or from its performance of, or failure to perform, this Contract.  The extent of the CITY's obligation under this subsection is limited to the CITY's obligation under the Oregon Constitution and ORS 30.260 through 30.300.

15.	Arbitration.  Any controversy regarding the language or performance of this Contract shall be submitted to arbitration.  Either party may request arbitration by written notice to the other.  If the parties cannot agree on a single arbitrator within 15 days from the giving of notice, each party shall within five days select a person to represent the party and the two representatives shall immediately select an impartial third person to complete a three-member arbitration panel.  If either party fails to select its representative, the other party may petition the Chief Judge of the Circuit Court of Douglas County for designation of the representative.  The arbitration shall be conducted in accordance with ORS 36.400 through 36.425 or the provisions of any such future law.  The arbitrator(s) shall assess all or part of the costs of arbitration, including attorney fees, to either or both parties.

16.	Attorney Fees.  If any arbitration, administrative proceeding, action, or appeal thereon, is instituted in connection with any controversy arising out of this Contract, performance of this Contract or failure to perform this Contract, the prevailing party shall be entitled to recover, in addition to costs and disbursements, such sum as the court may adjudge reasonable as attorney fees.

17.	Ownership and Use of Documents.  In whatever form they may be produced or stored, any documents prepared in performance of this Contract and any supporting and investigative information that is gathered in the performance of this Contract, upon completion of the work, or upon termination of this Contract, shall be and remain the property of CITY and shall be subject to copyright by CITY at its sole discretion. CONTRACTOR shall be permitted to retain copies, including reproducible copies, of such documents.  CONTRACTOR shall treat such documents as if CITY had secured a copyright thereon, and thus will not use the documents in a manner that would constitute copyright infringement.  CITY may use the documents prepared hereunder for any purpose, however CONTRACTOR shall have no liability with regard to such documents to the extent they are used or applied outside of the scope of the work unless CONTRACTOR is consulted and offers a professional opinion that the use contemplated is appropriate.  

18.	Early Termination.  
18.1	This Contract may be terminated by mutual consent of both parties at any time.

18.2	This Contract may be terminated at any time by either party for any reason or for no stated reason upon 180 days prior written notice to the other party.

18.3	CITY may terminate this Contract in the event of a default as described in Section 19 of this Contract, by giving CONTRACTOR written notice of the default and intent to terminate at least ten days in advance of such termination.

18.4	CONTRACTOR may terminate this Contract in the event of a breach by the CITY of the Contract.  Prior to such termination CONTRACTOR shall give CITY written notice of the breach and intent to terminate.  If CITY has not entirely cured the breach within fifteen days of notice, then CONTRACTOR may terminate the Contract at any time thereafter by giving a written notice of termination.  If CITY breaches this Contract, CONTRACTOR’s remedy shall be limited to termination of the Contract and receipt of payments to which CONTRACTOR is entitled. 

18.5	Notwithstanding Subsection 19.3, CITY may terminate this Contract immediately by written notice to CONTRACTOR upon denial, suspension, revocation or non-renewal of any license, permit or certificate that CONTRACTOR must hold to provide services under this Contract.

19.	Default.   The following shall constitute an event of default under this Contract:
	19.1	Non-Payment.  An event of default shall occur if CONTRACTOR fails to pay any fee when due, and such failure continues for ten days after written notice is given to CONTRACTOR, provided CITY shall not be required to give written notice more than once during any twelve-month period.  After notice has been given once, CONTRACTOR shall be deemed in default, without the opportunity to cure, for any subsequent failure to pay fees during the ensuing twelve-month period if such failure continues for ten days after the same becomes due.

	19.2	Breach of Other Obligations.  Except as otherwise provided in this Contract, an event of default shall occur upon the failure of CONTRACTOR to cure a violation of any term, provision or condition of this Contract within thirty days after written notice is given to CONTRACTOR by CITY specifying the nature of the default with reasonable particularity.  If the default is of such a nature that it cannot be completely remedied within thirty days, this provision shall be deemed complied with if CONTRACTOR begins correction of the default within the thirty-day period and thereafter proceeds with reasonable diligence and in good faith to effect the remedy as soon as practicable.  CITY may require, as a part of the cure of any violation by CONTRACTOR, reimbursement by CONTRACTOR to CITY of any and all costs and expenses incurred by CITY by reason of CONTRACTOR’s violation of this Contract.

	19.3	Second Failure to Cure.  If CONTRACTOR cures a deficiency in the manner described in Subsection 18.2, CONTRACTOR’s subsequent failure to comply with the same term or condition shall constitute a default without requirement of opportunity to cure.

	19.4	Insolvency.  CONTRACTOR shall also be in default in the event of CONTRACTOR’s insolvency; an assignment by CONTRACTOR for the benefit of creditors; the filing by CONTRACTOR of a voluntary petition in bankruptcy; adjudication that CONTRACTOR is bankrupt; the filing of an involuntary petition in bankruptcy and the failure of CONTRACTOR to seek a dismissal of the petition within thirty days after the filing; and the attachment of or the levy of execution on the leasehold interest and failure of the CONTRACTOR to secure a discharge of the attachment or release of the levy of execution within ten days after such attachment or execution.

20.	Payment on Early Termination.  Upon termination of this Contract, CONTRACTOR shall pay CITY within thirty days all amounts owed to CITY pursuant to Subsection 5.2.  CITY shall not be liable for direct, indirect or consequential damages.  Termination shall not result in a waiver of any other claim CITY may have against CONTRACTOR.

21.	Notices.  Any notice required to be given under this Contract, or required by law, shall be in writing and delivered to the parties at the following addresses:

CITY OF ROSEBURG		DOWNTOWN ROSEBURG ASSOCIATION
C. Lance Colley, City Manager	James A. Caplan, President
900 SE Douglas			723 Main Street
Roseburg, OR  97470		Roseburg, OR  97470

22.	Applicable Laws.  The laws of the State of Oregon shall be used in construing this Contract and enforcing the rights and remedies of the parties.

23.	Merger.  There are no other undertakings, promises or agreements, either oral or in writing, other than that which is contained in this Contract.  Any amendments to this Contract shall be in writing and executed by both parties.

CITY OF ROSEBURG				DOWNTOWN ROSEBURG ASSOCIATION

____________________________		______________________________
City Manager					Board President

Date: _______________________		Date: _________________________
						
						________________________________
ATTEST:					Tax Identification Number

___________________________
City Recorder
 
EXHIBIT "A"
STANDARD CITY CONTRACT PROVISIONS FOR
PROFESSIONAL/PERSONAL SERVICES

The following provisions, if applicable, are hereby included in and made a part of the attached Contract for professional/personal services between the City of Roseburg and the Contractor named therein as provided for in the Roseburg Municipal Code, the Oregon Revised Statutes and Federal laws, rules, regulations and guidelines:

1.	DISCRIMINATION IN SUBCONTRACTING PROHIBITED; REMEDIES - ORS 279A.110:

	1.1	The Contractor may not discriminate against a Subcontractor in the awarding of a subcontract because the Subcontractor is a minority, women or emerging small business enterprise certified under ORS 200.055.

	1.2	By entering into the Contract, the Contractor certifies it has not discriminated and will not discriminate, in violation of Subsection 1.1 against any minority, women or emerging small business enterprise in obtaining any required subcontract.

	1.3	If the Contractor violates the nondiscrimination certification made under Subsection 1.2, the City may regard the violation as a breach of contract that permits the City to terminate the Contract or exercise any remedies for breach permitted under the Contract.

2.	NONRESIDENT CONTRACTOR REPORT TO DEPARTMENT OF REVENUE - ORS 279A.120:  

2.1	As used in this Section, “nonresident contractor” means a contractor that:
	
(a)	Has not paid unemployment taxes or income taxes in the State of Oregon during the 12 calendar months immediately preceding submission of the bid or proposal for the Contract;
	(b)	Does not have a business address in this state; and
(c)	Stated in the bid or proposal for the Contract that it was not a “resident bidder” under ORS 279A.120.

	2.2	If the Contractor is a nonresident contractor and the public contract price exceeds $10,000, the Contractor shall promptly report to the Department of Revenue, on forms to be provided by the Department, the total contract price, terms of payment, length of contract and such other information as the Department may require before the Contractor may receive final payment on the Contract.  The City shall satisfy itself that the requirement of this Section has been complied with before it issues a final payment on the public contract.

3.	PREFERENCE FOR RECYCLED MATERIALS - ORS 279A.125:
	
	3.1	Notwithstanding provisions of law requiring the City to award a contract to the lowest responsible bidder or best proposer or provider of a quotation and subject to Section 3.2, when procuring goods for any public use, the City shall give preference to the procurement of goods manufactured from recycled materials.
	
3.2	The City shall give preference to goods that are considered to be made from recycled materials if:
		
(a)	The recycled product is available;
		(b)	The recycled product meets applicable standards;
(c)	The recycled product can be substituted for a comparable nonrecycled product; and
(d)	The recycled product’s cost does not exceed the cost of a comparable nonrecycled product by more than five percent, or a higher percentage if a written determination is made by the City.

4.	PAYMENT OF LABORERS AND MATERIALMEN, CONTRIBUTIONS TO INDUSTRIAL ACCIDENT FUND, LIENS AND WITHHOLDING TAXES - ORS 279B.220(1):  The Contractor shall:
	
	4.1	Make payment promptly, as due, to all persons supplying to such Contractor, labor or material for the performance of the work provided for in the Contract.

4.2 	Pay all contributions or amounts due the Industrial Accident Fund from such Contractor or Subcontractor incurred in the performance of the Contract.

4.3	Not permit any lien or claim to be filed or prosecuted against the City or any subdivision, agency or employee thereof on account of any labor or material furnished.

4.4	Pay to the Department of Revenue, all sums withheld from employees pursuant to ORS 316.167.

5.	SALVAGING, RECYCLING, COMPOSTING OR MULCHING YARD WASTE MATERIAL - ORS 279B.225:  If the Contract will include lawn and landscape maintenance the Contractor shall salvage, recycle, compost or mulch yard waste material at an approved site, if feasible and cost-effective.

6.	PAYMENT FOR MEDICAL CARE AND ATTENTION TO EMPLOYEES - ORS 279B.230:

6.1	Contractor shall promptly as due, make payment to any person, co-partnership association or corporation furnishing medical, surgical and hospital care or other needed care and attention, incident to sickness or injury, to the employees of such Contractor of all sums which the Contractor agrees to pay for such services and all monies and sums which the Contractor collected or deducted from the wages of employees pursuant to any law, contract or agreement for the purpose of providing or paying for such services.

6.2	The Contractor, its subcontractors, if any, and all employers providing work, labor or materials under the Contract who are subject employers under the Oregon Workers’ Compensation Law shall comply with ORS 656.017, which requires them to provide workers’ compensation coverage that satisfies Oregon law for all their subject workers.  Out-of-state employers must provide workers’ compensation coverage that complies with ORS 656.126 for their workers. Employers’ Liability Insurance with coverage limits of not less than $500,000 each accident shall be included.

7.	HOURS OF LABOR - ORS 279B.235:  This Section does not apply to public contracts for goods or personal property.

7.1	No person shall be employed for more than ten hours in any one day or forty hours in any one week, except in cases of necessity, emergency or when the public policy absolutely requires it, and in such cases, except for contracts for personal services, the employee shall be paid at least time and a half pay for:

(a)	All overtime in excess of eight hours a day or forty hours in any one week, when the work week consists of five consecutive days, Monday through Friday; or

(b)	All overtime in excess of ten hours a day or forty hours in any one week, when the work week is four consecutive days, Monday through Friday; and 

(c)	For all work performed on Saturday and on any legal holiday specified in ORS 279B.020, or all holidays specified in a collective bargaining agreement.  

7.2	For personal services contracts, employees shall be paid at least time and a half pay for all overtime worked in excess of 40 hours in any one week, except for individuals under personal service contracts who are excluded under ORS 653.010 to 653.261 or under 29 U.S.C. 201 to 209 from receiving overtime.

7.3	The Contractor must give notice to employees who perform work on this Contract, in writing, either at the time of hire or before commencement of work on this Contract, or by posting a notice in a location frequented by employees, the number of hours per day and days per week that the employees may be required to work.

8.	EXCLUSION OF RECYCLED OILS PROHIBITED - ORS 279B.240.  Lubricating oil and industrial oil may include recycled oils or oils that are not manufactured from virgin materials.

9.	COMPLIANCE WITH LAWS:  Contractor shall comply with all federal, state and local laws, rules, ordinances and regulations at all times and in performance of this Contract.
EXHIBIT “B”
CHAPTER 8.08 - PARKING FINES AND ADDITIONAL REMEDIES

Sections: 

8.08.005 - Definitions. 
As used in this Chapter, the following words or phrases shall mean: 
A.	"Authorized Agent or Agent" means any person authorized by the Police Chief or the Police Chief's designee to enforce the provisions of this Chapter, which may include a City employee, Parking Control Officer, Police Officer and/or the employee of a company with which the City has contracted with for the enforcement of the provisions of this Chapter. 
B.	"Bail" means funds deposited by a defendant to secure the defendant's appearance in court for a traffic or parking offense. 
C.	"Boot device" means a device designed to be installed or attached to a vehicle for the purpose of immobilizing said vehicle. 
D.	“Booting" means installing or attaching a boot to a motor vehicle.
E.	"Fine" means a sum imposed as punishment for a traffic or parking offense; a forfeiture or penalty paid.  (Ord. 2954 § 1 (part), 1996)  (Ord. No. 3313, § 1, 7-13-2009)

8.08.010 - Purpose. 
The purpose of this Chapter is to authorize fines as set by the Municipal Judge and to establish additional remedies for the violation of any provision of Chapters 8.02, 8.04 and 8.06 of this Code. Fines for such violations shall be as set by the Municipal Judge and additional remedies shall be as set forth by this Chapter. (Ord. 2954 § 1 (part), 1996)

8.08.020 - Immobilization of vehicles involved in traffic or parking citations resulting in outstanding fines. 
A.	For citations issued for violation of any provision of Chapters 8.02, 8.04 and 8.06 of this Code: 
1.	Bail is outstanding if it is not posted within the time specified on the citation and remains outstanding until entry of judgment in the judicial proceedings based on the citation; 
2.	A fine is outstanding if unpaid and overdue and remains outstanding until discharged by payment, judicial action, or confinement in jail. 

B.	No operator of a vehicle shall cause, and no owner of a vehicle shall allow, a vehicle which has been involved in five or more parking violations under the applicable Chapters of this Code, for which outstanding bail, fines, or both, total $250 or more and for which notice has been sent to the vehicle owner that such outstanding bail or fines may result in immobilization of the vehicle, to be on a public right-of-way, public property or other property upon which the City enforces parking regulations pursuant to a contract or agreement. 

C.	Upon finding an owner of a vehicle, which has been involved in five or more parking violations under the applicable Chapters of this Code, has outstanding bail, fines or both totaling $250, the Finance Director shall direct a notice to be sent to said vehicle owner. Such notice shall specify that if the outstanding bail and/or fines are not paid within ten (10) days of the date of the notice, the vehicle involved in such parking violations shall be considered subject to booting upon being found parked upon a City street or upon property owned or controlled by the City. 

D.	If, at least ten (10) calendar days subsequent to the notice sent to a vehicle owner pursuant to the above Subsection C, Authorized Agent of the City finds the subject vehicle located on property identified in the above Subsections B or C, the Agent may immobilize the vehicle in accordance with this Chapter.  (Ord. 2954 § 1 (part), 1996)  (Ord. No. 3313, § 2, 7-13-2009)

8.08.030 - Installation of boot device. 
A.	Upon finding the conditions identified in Subsections 8.08.020C and D exist, an Authorized Agent finding the subject vehicle so parked may: 
1.	Immobilize the vehicle for up to two business days by booting the vehicle;
2.	Conspicuously affix the written notice prescribed in the following subsection B to the vehicle; and 
3.	Unless release of the vehicle is arranged within two business days, or a request for a hearing before the Municipal Court is filed, impound the vehicle by causing the vehicle to be removed from the street or other public property. 

B.	The notice required by the above Subsection A(2) shall contain the following:
1.	The name of the Authorized Agent ordering the temporary immobilization;
2.	A description of the vehicle and its location;
3.	A statement of the reason for the temporary immobilization and possible impoundment of the vehicle, including a reference to the Section of this Code that was violated; 
4.	Where to go and how to obtain release of the vehicle or how to file a request for a hearing before Municipal Court; 
5.	The date and time when the City will have the vehicle towed and stored at the owner's expense, resulting in the sale of the vehicle to satisfy the towing and storage expenses, and any unpaid bail and fines, if the owner fails to redeem the vehicle; and 
6.	A statement warning that removing, or attempting to remove the boot device, or moving or attempting to remove the vehicle before it is released as authorized by this Code, is an offense.  (Ord. 2954 § 1 (part), 1996)  (Ord. No. 3313, § 3, 7-13-2009)

8.08.040 - Hearing to contest validity of impoundment. 
Any person provided notice of potential vehicle impoundment under Section 8.06.030, or any other person who reasonably appears to have an interest in the vehicle may request a hearing before the Municipal Court to contest the validity of the impoundment of the vehicle. The request must be filed with the Municipal Court within 2 business days of the date the potential impoundment notice was affixed to the vehicle. Subsequent to receiving such request, the Municipal Judge shall conduct the hearing within 4 business days after the request is received. 
A.	The person requesting the hearing must present clear and convincing information to the Municipal Judge or the Judge's designee, that the present owner of the vehicle did not own the booted vehicle at the time the parking citations were issued or that the bail and fines for such citations were paid before the vehicle was temporarily immobilized. 
B.	The Municipal Judge may, for good cause, extend the time limit the boot device is left attached to a vehicle before the vehicle is impounded if the owner submits a written statement, assuming all risk of damage to the vehicle while it remains booted. The extension of the time limit shall not exceed an additional 24 hours, excluding weekends and holidays. 
C.	There shall be no further appeal beyond the Municipal Court hearing.  (Ord. 3196 § 1, 2005: Ord. 2954 § 1 (part), 1996)  (Ord. No. 3313, § 5, 7-13-2009)

8.08.050 - Removal of boot device. 
A.	No person other than an Authorized Agent of the City may remove or attempt to remove the boot device, or move or attempt to move the vehicle, before it is released by the Police Department, Municipal Court Clerk or Authorized Agent in accordance with this Section. If the boot device has been removed, or the vehicle has been moved, in violation of this Subsection, in addition to the issuance of a citation for the violation, an Authorized Agent of the City may order impoundment of the vehicle. 
B.	A vehicle shall be released and the boot device removed when the owner or operator of the vehicle: 
1.	Posts bail and pays all fines and bail for parking citations issued against the vehicle, its operator or owner; or 
2.	Obtains a favorable judgment for the Municipal Judge pursuant to the hearing conducted under Section 8.08.040 of this Chapter. 

8.08.060 - Impoundment—Sale and redemption. 
A.	Any vehicle impounded pursuant to Subsection 8.08.030A, may be sold as prescribed by ORS 819.100—819.260 et seq. 
B.	The City's interest in, and hold on, any vehicle impounded pursuant to this Chapter shall be released any time prior to sale of the vehicle if the owner, or other person having a financial interest in the vehicle, posts any unpaid bail and pays all unpaid fines.   (Ord. 3057 § 2 (part), 1999; Ord. 2954 § 1 (part), 1996)  (Ord. No. 3313, § 6, 7-13-2009)

8.08.070 - Possessory lien for towing and storage. 
A.	Any person who, at the request of an Authorized Agent tows and stores a vehicle as authorized by this Chapter: 
1.	Except as otherwise provided in this Section, shall have a lien on the vehicle and its contents in accordance with ORS 819.100—819.260 for the just and reasonable charges for towing and storage services performed; 
2.	May retain possession of the vehicle and contents until such charges are paid; and
3.	Shall provide written notice, approved by the City, containing information on the procedures necessary to obtain the release of the vehicle and the hearing, as provided in this Chapter, to each person who seeks to redeem the vehicle. 
B.	A lien described under this Section does not attach to the contents of any vehicle until fifteen (15) days after the vehicle has been taken into custody. 
C.	No person towing or storing a vehicle as provided in this Chapter may release the vehicle without first obtaining the written permission of the Municipal Court, the Police Department or an Authorized Agent of the City. 
D.	Before any net proceeds from the sale of the vehicle are paid as provided in Subsection (2) of ORS 87.206, they shall be deposited with Municipal Court to satisfy any unpaid bail and fines for parking offenses involving said vehicle. Any amount remaining thereafter shall then be paid by the City to Douglas County Treasurer. At the time the net proceeds are deposited with the Municipal Court, the lien claimant shall also deliver to Municipal Court the documents required by Subsection (2) of ORS 87.206.  (Ord. 3057 § 2 (part), 1999; Ord. 2954 § 1 (part), 1996)  (Ord. No. 3313, § 7, 7-13-2009)
 

LETTER OF AGREEMENT
Oregon Main Street
2016-2017 Performing Main Street@
This Agreement is entered into and executed by Oregon Main Street (hereinafter referred to as the OMS) and the Downtown Roseburg Association (hereinafter referred to as the "Local Main Street@ Organization").
This Agreement is for the purpose of implementing the Main Street Four-Point Approach in the designated downtown program area in the municipality of Roseburg, Oregon, as well as maintaining the Main Street designation and affiliation with the Oregon Main Street Network. For this purpose, the parties below mutually agree to use their best efforts regarding the following:
SECTION 1. The LOCAL MAIN STREET@ ORGANIZATION agrees to:
· Maintain a comprehensive downtown revitalization strategy following the Main Street Four-Point Approach, which includes a balance of activities in the areas of organization, promotion, design, and economic restructuring. This also includes creating a vision statement, mission statement, goals, objectives, and implementation of a comprehensive annual work plan.
· Maintain the local downtown revitalization program's primary focus area on the traditional historic commercial core. The area must be definable, of a manageable size, compact and pedestrian-oriented. Expanding or changing boundaries from the original application may affect status as a Main Street organization.
· 
Maintain an office in the downtown revitalization program area.
· Maintain an active volunteer board of directors representing downtown stakeholders to oversee the local program. Also, maintain strong and active committees. Committees or taskforces based on the Main Street methodology (Organization, Promotions, Design, and Economic Vitality) are required.
· Maintain status as a recognized nonprofit organization.
6, Maintain accreditation as a National Main Street community. If the local Main Street Organization does not meet the national accreditation standards for Main Street communities at least every three years, participation at the Main Street level of the OMS tier system will be terminated.
· Maintain a long-term, adequate, and stable funding strategy. Guidelines used for meeting a basic annual operating budget for a full-time program in Oregon are $50,000 for a town with a population under 5,000 and $80,000 for a community with a population over 5,000. The board of directors and volunteers will be the primary fundraisers for the organization's basic operating budget.
· Sustain a full-time professional downtown program manager (part-time for communities under 5,000 population). The manager will be paid a salary consistent with comparable Local Main Street@ Organizations in the state and with other full-time community development professionals in the area. The downtown program manager will be responsible for the day-to-day administration of the Local Main Street@ Organization.
· New downtown managers are expected to attend a half-day manager orientation in Salem within their first two months of employment.
· Provide information to OMS including brief quarterly reports which track key performance measures and progress of the local program. All information will be submitted on, or before, the required deadline. A copy of all published materials relating to the local program will also be submitted with the quarterly report (e.g., annual reports, membership brochures, sample posters, etc.).
· Once a year provide information for National Main Street@ accreditation. All information will be submitted on, or before, the required deadline. Programs must meet National accreditation criteria at least once every three years (ideally, every year).
· 
Send the downtown manager to all Main Street@ Network meetings and trainings. Managers that  have been in their positions for more than four years may miss one Network meeting per year, although attendance is strongly recommended. Board and committee members are encouraged, but not required, to attend.
· Send at least one person from the Local Main Street@ Organization's board of directors, in addition to the manager, to the Oregon Main Street Annual Conference. Also, send at least one representative from the board and/or committees along with the downtown manager to other OMS sponsored workshops.
· Enable the downtown manager to assist, as requested by OMS, in training sessions and workshops in nearby cities at mutually agreed upon times.
· Maintain a historic preservation ethic.
· Maintain membership in the National Main Street Network.
SECTION 11. OMS agrees to:
· 
Provide resource library access and information on downtown-related topics, including National  Main Street Center slides, videos, and publications,
· Provide telephone consultations, including advice and information, to those involved in the Local Main Street Organization.


· Mail notices and invitations to attend OMS workshops, seminars, and conferences.
· Include the Local Main Street@ Organization in the OMS Tier System Network listing.
· Conduct and coordinate two to three Main Street Network meetings and trainings per year,
· Maintain a database of local statistical information and make this information available for local program use.
· 
Facilitate board retreats, committee training, or action planning sessions upon request as OMS staff time and resources allow. 
· Provide long-range strategic planning or transition planning assistance to the local Main Street Organization upon request as OMS staff time and resources allow.
· Attend interviews at the request of the Local Main Street@ Organization for the local program manager position whenever the position is open.
· Provide advocacy for project development assistance on a selected basis.
· On a case by case basis, provide technical assistance to deal with mutually agreed upon areas of concern having primary importance to the Local Main Street Organization. This assistance will only be provided as resources allow.
· Serve as the statewide Main Street@ coordinating program. In this capacity, OMS will annually certify towns which qualify for national recognition as Main Street communities. OMS will also maintain a working partnership with the National Main Street Center.
· From time to time, OMS has funds available for scholarships, consultant assistance, and other special opportunities. At the discretion of OMS these funds may be made available to Local Main Street Organizations. In order to be eligible to receive these funds, Local Main Street Organizations must, at a minimum, be in compliance with the terms of this agreement.
SECTION m. OMS and the LOCALMAIN STREET ORGANIZATION jointly agree:
· 
The terms of this Agreement shall be for two years beginning on January I. 2016, and ending on December 31, 2017. This Agreement will be reviewed every two years. It may be revised by a written amendment signed by both parties.
· This agreement may be terminated by either party by giving written notice at least thirty (30) days before the effective date of termination. Reasons for termination may include, but are not limited to, non-compliance with this letter of agreement. Main Street@ status and permission to use the Main Street@ trademarked name will be revoked upon termination,
· This agreement supersedes any and all other agreements, either oral or written, between the parties below.
IN WITNESS THEREOF, the parties have executed this Agreement through the signatures of these duly authorized representatives.





Oregon Main Street 

By:  __________________________________     ___________________________________
	 Sheri Stuart	Date
       Oregon Main Street


APPENDIX B – Position Descriptions

Executive Director Position Description
Effective:  January 1, 2019

The person in this position works as a non-voting member of the Downtown Roseburg Association Board of Directors and directs day-to-day operations for that organization.  

The Downtown Roseburg Association Executive Director position has the following principal duties:

· Represent and market the program at the local, state and national levels. Represent and promote the program with volunteers, the public, funding partners, city, state and federal officials and the business owners, landlords and residents of the target area. 
· In tandem with the Board of Directors, assist, develop and implement the program mission, vision, goals, objectives, and strategies via an annual work plan based on the National Main Street® program methodology. 
· Manage the administrative aspects of the program including record keeping, budget development and management; accounting; report preparation; maintaining meeting minutes, records and books; collecting and submitting quarterly reports on the business district’s job/business growth and monetary reinvestment; and motivation and supervision of volunteers, interns and/or consultants. 
· Manage volunteers and coordinate activities of four Main Street Committees. Assist each committee in development and implementation of its work plan. Participate in committee meetings and serve as the liaison between committees, the Board of Directors, the business district stakeholders, and media outlets, ensuring that all actions and goals are coordinated. 
· Develop Resources: Work with the Board of Directors to research and develop fundraising activities for the program including identifying private (foundations, corporations, local businesses, individuals, etc.) and public (City, State, National) funding sources, programs, and potential partners. Lead the program in the grant-writing process. 
· Maximize communication between the existing Downtown Roseburg Association and Businesses and other organizations to build strong, productive working relationships between partners and among all downtown stakeholders. 
· Spend a minimum of 5-6 hours per week “on the street” getting to know the business climate and environment as well as addressing individual business owner needs and concerns by directing them to appropriate available resources. 
· Act as a liaison between business owners and existing business resources to address obstacles to, and opportunities for business success. Issues to be addressed will include small business loans, transportation and parking, building improvements, licensing and inspections, and would include resources such as the Small Business Development Center, local lending agencies, Chambers of Commerce, and City of Roseburg.
· Educate property and business owners about the importance of good design and merchandising and develop a network of consultants to guide in appropriate design and implementation of improvement projects, including historians, architects and contractors. Work with zoning officials to facilitate and streamline process. 
· Coordinate and enhance events, promotions, and advertising strategies with existing business district organizations, the City, community groups, etc., to maximize the community image and retail opportunities. 
· Conduct oversight and management of the Park Smart program, which is a parking enforcement service under contract to the City of Roseburg.
· Conduct other duties and tasks as defined by the Board of Directors in the future. 

Reports To: Board of Directors via the President of the Board.
 


Position Description:   
Business Operations Manager
Effective:  Janurary 1, 2019

The person in this position works as a member of the self-managed team called the Park-Smart Operations Team, chartered April 7, 2017.  

The Business Operations Manager position has the following principal duties:

· Follows all offices procedures and policies; adheres to the Charter and the Operations Team Group Norms and Expectations
· Develops sufficient knowledge of other Operations Team Members’ duties to fill in for them on an occasional basis
· Serves as principal point of contact for OmniPark; brings other Operations Team Members into OmniPark contacts as needed or at team member’s requests; handles voided citations and accounts sent to collection in OmniPark and DMV databases
· Maintains all corporate records, physical and electronic, ensuring their secure storage; does personal filing; maintains databases, spreadsheets, and other records, accurately documenting ordinances, parking permits, and DMV information
· Creates and manages temporary permits (e.g., moving, educational classes, and construction)
· Manages all QuickBooks entries and records
· Manages all accounts payable, including payroll for both Park-Smart and DRA, and serves as the point of contact for all bookkeeping services
· Manages promise-to-pay contracts with permit-holders, people receiving citations, and others owing money to Park-Smart after receiving them from the Customer Service Team Member
· Purchases supplies for field and office as needed and requested; for purchases by others, assures reimbursal or in-kind donation acknowledgement
· Manage all equipment, including purchase, repair, and maintenance
· Supplies the City of Roseburg with information and regular reports per the 2016 Park-Smart Contract
· Meets periodic information needs for Operations Team and board members such as weekly accomplishment reports, monthly ticket-recipient logs, and year-over-year data
· Signs all routine correspondence related to principal duties
· Occasionally responds to requests for information related to principal duties outside of scheduled office hours 
· Serves as the point of contact with the City and other organizations for all matters related to principal duties



Position Description:  Customer Service Team Member
Park-Smart Operations Team
Effective:  January 1, 2019

The person in this position works as a member of the Park-Smart Operations Team, chartered April 7, 2017.  

The Customer Service Team Member position has the following principal duties:

· Follows all offices procedures and policies in accordance with the Employee Handbook and Board direction; adheres to the Charter and the Operations Team Group Norms and Expectations
· Develops sufficient knowledge of other Operations Team Members’ duties to fill in for them on an occasional basis
· Answers phone calls and voicemails, responding to customer information needs and complaints, and takes and delivers accurate messages for other Park-Smart and Downtown Roseburg Association employees
· Assists all walk-in and phone customers who wish to pay tickets or purchase parking permits, taking money, checks, or credit card payments as needed; maintains and secures small cash reserve in the office to make change for customers
· Processes all cash and check payments into a bank deposit and then delivers the deposit to the bank daily
· Picks up mail at Post Office and drops correspondence at City Hall and the Municipal Court daily
· Creates promise-to-pay contracts with permit-holders, people receiving citations, and others owing money to Park-Smart and hands them off to the Business Operations Team Member
· Assists customers with preparation of fine-appeal letters to the Municipal Court; writes and signs cover letters to the Municipal Court conveying the customer-appeal letters, including any enclosures, and makes office copies as needed
· Enters Roseburg Police Department tickets in OmniPark
· Sends out quarterly reminders to all parking permit holders and tracks all parking-lot and residential permits
· Follows collection service process…from DMV request to courtesy letters to collections…for reimbursal of delinquent payments
· Occasionally responds to calls and other requests for information outside of scheduled work hours
· Signs all routine correspondence related to principal duties 
· Serves as the point of contact with the City and other organizations for all matters related to principal duties
· Serves as the knowledgeable staff source and establishes the standards for customer service and accounts payable practices


Position Description:  Patrol Captain Team Member
Park-Smart Operations Team
Effective:  January 1, 2019

The person in this position works as a member of the self-managed team called the Park-Smart Operations Team, chartered April 7, 2017.  

The Patrol Captain Team Member position has the following principal duties:

· Follows all offices procedures and policies; in accordance with the Employee Handbook and Board direction adheres to the Charter and the Operations Team Group Norms and Expectations
· Develops sufficient knowledge of other Operations Team Members’ duties to fill in for them on an occasional basis
· Enforces all relevant and applicable City of Roseburg parking ordinances in an unbiased, fair, safe, and customer-supportive manner 
· Uses Park-Smart supplied equipment such as hand-helds, radios, and patrol vehicles in a responsible and effective manner
· Maintain all meters and meter heads; provides knowledgeable advice about obtaining replacement meters and parts
· Collects money from meters  
· Serves as principal contact with City of Roseburg staff about patrol requirements and safety conditions, and works with them on meter placement and maintenance
· Informs City of Roseburg staff about conditions in parking lots, parking structure, and generally in the downtown and Laurelwood areas
· Attends Municipal Court as needed
· Serves as principal contact for booting and towing decisions and contacts
· Participates in OmniPark contacts and assistance requests on matters affecting patrol operations
· Assists with hiring new patrol officers and trains them
· Schedules patrol officers
· Keeps and maintains maintenance and daily-activity logs
· Maintains and repairs equipment needed for patrol and, from time to time, in the office
· Occasionally responds to patrol officers’ calls and other requests for information outside of scheduled work hours
· Serves as the point of contact with the City and other organizations for all matters related to principal duties 
· Serves as the knowledgeable staff source for understanding, interpreting, and defining enforcement choices for City of Roseburg parking and traffic ordinances

 

Position Description:  Patrol Officer
Park-Smart Operations Team
Effective:  May 15, 2017

The person in this position works for the Patrol Captain, a member of the self-managed team called the Park-Smart Operations Team, chartered April 7, 2017.  

The Patrol Officer position has the following principal duties:

· Follows all offices procedures and policies; in accordance with the Employee Handbook and Board direction
· Enforces all relevant and applicable City of Roseburg parking ordinances in an unbiased, fair, safe, and customer-supportive manner
· Uses Park-Smart supplied equipment such as hand-helds, radios, and patrol vehicles in a responsible and effective manner
· Maintain all meters and meter heads
· Collects money from meters with the Patrol Captain or other employees 
· Informs City of Roseburg staff about conditions in parking lots, parking structure, and generally in the downtown and Laurelwood areas
· Attends Municipal Court as needed
· Assists with vehicle booting and towing
· Keeps and maintains maintenance and daily-activity logs
· Maintains and repairs equipment needed for patrol and, from time to time, in the office

 

APPENDIX C – EMPLOYEE RECORDS CHECKLIST

The following information will be held in your personnel file:

___ Signed Code of Ethics
___ Handbook acknowledgement of receipt and responsibilities
___ Drivers’ license 
___ Criminal history report
___ DMV report
___ SSN
___ W-4
___ I-9
___ Job application
___ Resume
___ Cover
___ References
___ Job description
___ Disciplinary actions and correction plans until complete 
___ Performance reviews
___ Complaints made against you and their resolution
___ Trainings attended
___ Continuing education classes
___ Other relevant information
 

APPENDIX D – 
EMPLOYEE HANDBOOK RECEIPT/RESPONSIBILITIES
CERTIFICATION
PROBATIONARY-PERIOD AGREEMENT
SIGNED CODE OF ETHICS FILE COPY


I,  ____ _____________, hereby acknowledge receipt of the company handbook.  I certify that I have read and fully understand the rules and procedures contained in it.  I acknowledge my full responsibility to be in compliance at all times, to follow them faithfully in all respects.

________________________________           
Employee Printed Name

________________________________     ________
Signature 				Date



I,  ____ _____________, hereby acknowledge that I am in a probationary period of _____ days.  I certify that my employment may be terminated if I do not meet the following requirements within the stated time:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________           
Employee Printed Name

________________________________     ________
Signature 				Date
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