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RECOMMENDATIONS REPORT                                                                                                                                             
TO                                                                                                                                                                                  

LINCOLN COUNTY COMMISSIONERS                                                                                                                                
AND                                                                                                                                                                                 

LINCOLN COUNTY FAIR BOARD                                                                                                                                     
PRESENTED BY DON MANN - OCTOBER 2015 

This report is the result of many years of continuous effort by many local and regional 
citizens and interest groups.  This ongoing effort by the County Commission, Fair Board, an 
appointed Blue Ribbon Committee, the Town and Country Fair and Rodeo Association, OSU 
Extension Service, consultants, and the general public has contributed to the following 
conclusions and recommendations.    

The purpose of this recommendation report is to attempt to finalize a proposed direction 
for the Board of Commissioners (BOC) and the Fair Board to allow for the development of a 
multi-purpose facility at the current fairgrounds location.  These recommendations will 
include 1) a phased in building and facility redevelopment concept; 2) a proposed financial 
approach (that will not include pursuing a bond measure for property tax assessment); 
and 3) an operation (management) approach.   

I will not go into detail relating to the Lincoln County Fairgrounds Market and Feasibility 
Analysis conducted by ECONorthwest (June 2014) or the Blue Ribbon Committee report.  
These reports are available from the BOC office or on the Lincoln County website.  These 
reports detail many of the visions and the spirit of the above groups to move forward with 
the development of a multi-purpose facility that could support current local and County 
wide event activities and also attract new programs and events from throughout the region 
that would allow a diverse use in a newly constructed facility.  

During the course of my review of all past and current studies and reports and with 
assistance from County Administrative staff, four additional public meetings were 
conducted.  These meetings were held in Toledo, Lincoln City, Waldport, and Newport.  
Even though attendance was not great at these meetings, there was ongoing support to 
keep the fairgrounds at its current location.  It was also stressed by participants that a new 
facility (building) should be a multi-purpose facility and that any planned construction 
should not be pursued for just an annual fair event. 

Also during the public meetings former members of the Blue Ribbon Committee and the 
Fair Board recommended that the fairgrounds have a new name.  “Lincoln County 
Commons” was the favored title.  It was stressed that this new name would attract and 
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provide for community and economic growth, with the vision to bring citizens of Lincoln 
County together for education, recreation, and understanding for community building, a 
“common” place to share with family, friends and other community members.   I agree 
with this recommendation and feel it should be the task of the current Fair Board and 
Board of Commissioners to adopt a new name and develop a mission and vision statement 
with this recommendation (name change) as a priority.  It is my understanding that the 
current Fair Board discussed this idea at the September/October 2015 board meetings and 
will continue that discussion in October.  

Locally I was able to meet with participants from the former Blue Ribbon Committee, OSU 
Extension, and Fair Board members.  These folks provided invaluable input toward the 
future of the fairgrounds and my final recommendations. 

I also took the time to visit several fairground facilities and facility managers in Oregon to 
compare operation, management, and financial operations.  I visited on site with the 
Douglas County, Benton County, and Clatsop County fair managers.  Due to scheduling 
conflicts and fair dates, I visited the Polk County fairgrounds manager via telephone 
conference. 

I found that these fairground facilities operated somewhat similarly but there are no 
“cookie cutter” operations.  Outside of the annual fair event, each facility has established 
stable and unique ways to maintain their operations and increase their revenue base. 

Following are some of my findings from my visits with the four facility managers.   

Douglas County Fairgrounds Complex: Harold Phillips, Fairgrounds Director 

• 74 acre facility 
• Main exhibit building 28,000 s.f. 
• $2M annual operating budget 
• They have their own Liquor License 
• Other large events outside of fair include Christmas Crafts Fair, Poker Night, Brew 

Fest 
• They provide their own marketing, ads, and promotions 
• Annual Lottery Funds are the only outside funding resource 
• They purchase all their own supplies to support events and charge back to 

customers: i.e. decorations, bunting, etc. 
• They do not have a business or strategic plan; no mission or goal statement 
• No county commissioners on Fair Board; county commissioner appointed as a 

liaison to Fair Board 
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• Fair Board is made up of business and industry folks from agriculture, timber, local 
business, and at large members 

• They have a 2,000 s.f. commercial kitchen including freezers and walk-in coolers; 
they prepare their own meals for special events 

• During the fair they charge food vendors $750/booth or 25% of gross, whichever is 
greater 

• They do charge a gate fee for the fair 

A copy of the Douglas County Fairgrounds Complex Director job description is attached in 
Appendix 1. 

Benton County Fairgrounds: Lonny Wunder, Fair Manager 

• They have a 30 acre facility that includes parking; an additional adjacent 80 acres 
that they lease from a local farmer for large events like the fair and OSU football 
game events 

• They have an annual operating budget of $1.2M; a copy of the annual 
budget/general ledger and fairground employee duties are attached in Appendix 1 

• Annual fair attendance approximately 15k – 20k 
• 50% of revenue comes from the fair event; remaining resources from other events 
• They do charge a gate fee during the fair 
• They operate an RV park with 28 full hook ups, 40 power and water only, plus dry 

camping (no utilities), for a large portion of their revenue 
• They have over 110k s.f. of total building space (this includes several buildings) 
• They use county corrections work crew at no cost to fairgrounds operation (they 

get 16 days per year/8 person crew) 
• They do have a mission and goals statement and a strategic plan; these documents 

can be found on the Benton County website 
• They have a 7 member Fair Board; no county commissioners on the Fair Board but 

there is a county commission liaison 
• Some popular events outside of the fair include dog shows, weddings, floral shows, 

gun shows, and tailgate party events (OSU), and more 
• Their riding arena is 180k s.f. 
• They do not permit year round horse stall leasing 
• They have a state of the art sound system in the main hall 
• Staff can use a smart phone to make announcements over the PA system if needed  
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Clatsop County Fair and Expo: Gary Friedman, Manager, Fairgrounds & Expo Center 

• They have an operating levy as their major revenue source ($.07/1,000) 
• Annual budget $350k - $400k 
• No room tax revenues 
• They do charge a gate fee during the fair event 
• The fairgrounds is located on 104 acres 
• They have a 5 member Fair Board; no county commissioner serves on the board but 

there is an appointed county commissioner liaison; board members include 4H rep, 
local business rep, local banker, and at large members 

• They have a 5 day fair event that attracts 12k – 15k attendance 
• Other events outside the annual fair include Craft & Seafood Festival, Scandinavian 

Festival, bull riding, monster truck event, 4H dog show, logging show, and other 
minor events 

• Total annual events account for approximately $125k of their revenue source 
• The collaborate with the Extension Service 
• They have a 12k s.f. exhibit hall, 40k s.f. indoor arena (bleachers seat 1,300), and a 

9,600 s.f. outside horse arena 

A copy of the Fair Manager’s job description is attached in Appendix 1. 

Tina Andersen, Manager, Polk County Fairgrounds 

• Their annual budget is $450k 
• They use the annual lottery funding grant and earned revenue from events and RV 

parking to support their annual operation 
• They operate on 36 acres 
• They have a 15k s.f. Main Exhibit Hall 
• They have an open outdoor riding arena and over 10k s.f. of other building space 
• They have approximately 90 RV parking spaces with water and power only; they 

provide a sanitary dump station on site 
• RV rallies are a significant revenue source during the year; they hold 10 – 12 rallies 

per year 
• They do charge a gate fee for the fair 
• The manager works under a contract with the Fair Board 
• The fair facility has 3 full time employees (including the manager) and 2 part time 
• They do have a mission and goal statement and a business plan; they also 

developed a Fair Board Policy Manual; copies of these documents are attached in 
Appendix 1 
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• They do have a Fair Foundation 
• Other events outside of the fair include gem and mineral shows, quilt shows, gun 

shows, dog shows, ham radio shows, plant and garden shows, and private party 
events 

 

Input from Public Meetings 

During the process of my assignment there were four public meetings held to allow 
additional public input regarding the redevelopment of the county’s fairground property.  
Following are some of the key take away points that were discussed at these meetings: 

• Need for expanded parking (county property across Harney Street) 
• Also consider parking configurations between 3rd and 7th streets; this would 

require some traffic pattern changes but a good discussion to have with the City 
• Parking off site and consider using shuttle service for events (no particular sites 

were identified) 
• Use of the school parking lot for events on the fairgrounds property during certain 

times of the year 
• Demolish the existing Main Exhibit Hall and replace as part of the overall new 

development and construction; do not remove until absolutely necessary 
• Consider the topography of the ground and take advantage of existing elevations as 

part of the new building locations and design/construction 
• The outside riding arena is important to keep and upgrade as part of the overall 

redevelopment 
• Allow access to some buildings from the street so the entire property does not have 

to be accessed for some smaller events, activities, or meetings 
• During the design phase conduct a series of design charrettes (north and south 

county) and invite the public, lodging facility managers, and community leaders; be 
sure to include outreach to Hispanic and Tribal representation 

• State of the art sound system, WiFi 
• Use new facility for emergency training; tsunami gathering area 
• Thrift Store is important to the community but does not need to be located on 

fairground property (consider optional locations) 
• Be sure there are adequate restroom facilities for the indoor events; consider a 

family restroom  
• Keep our youth in mind during the design and redevelopment process, both for 

learning and playing 
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• Avoid competition between the new redeveloped facility (Lincoln County 
Commons) and lodging properties in Lincoln County 

• Landscaping and beautification is very important 
• During the building design phase consider allowing for 1 - 2 tent attachments to 

buildings 
• Be sure Main Exhibit Building has break out rooms 
• Consider a design of the Main Exhibit Hall that may incorporate the outside stage 

area to allow for change in weather conditions during events 

Some of the above input and discussion was also included in the Blue Ribbon Committee 
report but I feel it is important to keep some of these ideas and considerations in front of 
the decision makers and so did the participants who attended these meetings. 

Prior to considering the site development, operations, and finance recommendations, the 
Board of Commissioners and current Fair Board should consider the following: 

1. During this interim period of planning, design, and finalizing financial options, the 
current Fair Board should remain in place to allow consistency through the 
redevelopment process. 

2. The current Fair Board and the Board of Commissioners should work collaboratively 
to develop and adopt a mission statement and set goals for future fair events. 

3. The new or future operational and management plan should include consideration 
of appointing a new Fair Board to manage “all” fair events. 

4. The new Fair Board should have a Lincoln County Commissioner appointed as a 
liaison to the new Fair Board but not as a member. 

RECOMMENDATIONS 

Site and Facility Development 

1. New development will need to be phased in, in order to take advantage of the 
timing of different funding opportunities.  A target for construction should not be 
before 2019.  Preliminary work, such as planning, design, and some site work to 
prepare for new utility infrastructure can occur prior to the end of 2018, prior to 
the 2019 construction window. 

2. A new Main Exhibit Hall to replace the existing hall should be the first phase of the 
new development.  As presented to the BOC and the Fair Board during earlier 
design and development discussions, the new building should not be more than 
25,000 s.f. and should allow for the opportunity for future expansion if so desired.  
A preliminary floor plan and proposed cost spread sheet are included in Appendix 2.  
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The attached floor plan design and the estimated costs were taken from a previous 
plan provided by LRS Architects in 2014.  The floor plan has not been accepted or 
rejected by either of the boards to my knowledge, and the cost estimates are not 
intended as actual estimates and are not based on any specific design.  Costs will 
vary depending on market project features, design elements, jurisdictional costs, 
etc.  It is an excellent starting point. 

3. Keep the Harney Building, at least for the short term (5+ years).  Provide some 
upgrades to make it more useable for its current use: 4H.  Include the replacement 
of this building in the master development plan. 

4. Depending on the site configuration that the County chooses for the new Exhibit 
Hall, the existing Livestock Building may have to be demolished as part of the 
immediate new construction.  If location of the new Exhibit Hall allows for the 
Livestock Building to remain in its current location, it will require substantial 
upgrades and eventually be replaced. 

5. Consider relocation of the Thrift Store.  This facility is important to the community 
but does not need to be located on the County Fairgrounds property.  I recommend 
that the County work with Thrift Store management and assist, if needed, in finding 
a new location during the new development ramp up over the next five years.  
Although the Thrift Store is currently a source of revenue for the County 
Fairgrounds operation (county budget source) this building could be an asset to the 
overall operations of the redeveloped facility; therefore, it should remain. 

6. The open arena needs to remain part of the redeveloped facility and operations.  A 
decision now to keep the arena at its current location may assist in the final 
decision as to the location of the Main Exhibit Hall.  (Earlier design ideas show the 
arena moved further north of the property.)  I feel that keeping the arena is 
important for many existing events, as well as any new events.  It should be 
upgraded to include a new storm drainage plan and additional seating capacity, and 
covering the arena should be considered.  This would be part of the phased 
development discussed in part 1, above.   

7. The County property directly across Harney Street and north of the County Animal 
Shelter should be utilized for improved parking.  This should be considered as part 
of the first phase development, along with the construction of the Main Exhibit Hall.  
Additional parking capacity should be a priority and the Fair Board should enter into 
a dialogue with the City of Newport on a parking plan that may compliment the 
overall development of the new fairgrounds facility and operations. 
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Operations and Management 

1. The County should give serious consideration as to the future management of the 
newly developed facility.  Options could include a full time manager, a contract with 
a management company, or even current employee management all dependent on 
the availability of resources; however, I feel it will be important to have a consistent 
management team in place for future success. 

2. Continue to use current County Maintenance and Operations staff to maintain the 
current facility and utilize their skills as part of an interim management team. 

3. Continue partnering with OSU Extension Service and 4H.  They can also be part of 
the interim management team. 

4. Consideration should also be given to the idea of the Extension Service being the 
sole operator of the fair event each year. 

5. Maximize the use of volunteers. 

Project Financing 

Securing the capital to make this project successful will have to be phased in.  No new 
construction should be planned prior to 2019; however, the final planning, design, and 
engineering should start immediately.  The financing could be accomplished by: 

1. Utilizing the current “Fairgrounds Development Fund”.  Current available funds 
(2015) are approximately $1.2M. 

2. Consider increasing the County Room Tax by no more than 2%.  This could generate 
up to $200,000 annually. 

3. The County should consider what level of debt service they may take on along with 
current resources that could be absorbed as part of the redevelopment project.   

4. Explore and enter into discussions with the City to see if there is a possibility of ear 
marking any City Room Tax funds for the redevelopment project, maybe 1/4 – 1/2 
percent. 

The new Newport Urban Renewal (UR) districting project is essential to the future success 
of the redevelopment project.  Funding from this proposed new district will not be realized 
prior to 2019.  This is why the phasing approach is important.  The new UR program could 
provide up to $3M for future construction within the fairgrounds property boundaries.  UR 
also includes monies for possible property purchases (parking), infrastructure 
improvements (access roads and utilities), or other projects beneficial to the 
redevelopment project.  The UR program also opens the door for the opportunity to 
pursue other funding available from state agencies.  The new UR funds, along with 



9 
 

infrastructure improvements the City would be planning to the adjacent streets and 
utilities, would also benefit the project. 

I also recommend that the County should not pursue a bond measure (property taxes) as 
part of the funding package for this project. 

Finally, the current or future Fair Board should consider exploring the formation of a Fair 
Foundation.  Funds raised through a Fair Foundation would be solely for the purpose of 
offsetting costs of the fair function and as matching funds for specific and special needs of 
the fair operation and to assist in completing the mission and accomplishing the goals of 
the Fair Board.  I found during my discussions with other fair operations in the region that 
foundations have proven to be successful. 

 

 

 

 

 

Appendix 1. 

Douglas County Fairgrounds Complex Director Job Description 

Clatsop County Fair Manager Job Description 

Benton County Annual Fair Operations Budget/Spread Sheet, Fairground Employee 
Job Duties 

Polk County Fair Board Mission and Goal Statement, Polk County Fair Board Policy 
Manual, Fairgrounds Manager Employee Agreement  

Appendix 2. 

Preliminary Floor Plan and Cost Estimate for proposed Lincoln County Main Exhibit 
Hall Building 
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Cost Estimate for proposed Lincoln County Main Exhibit Hall 



























Mission Statement

�To promote community 

interaction by providing a 

facility for our diverse 

community to use, to share, 

grow and enjoy.



The Team
�Fair Board

� Anna Scharf – Chairman

� Linda Lambert– Vice-Chairman

� Nita Wilson

� Eric Stetniker

� Randle Sitton

� Diane Bishop

� Suzanne Burbank

�Fair Staff
� Tina Andersen – Fair Manager

� Linda Friedow – Administrative Secretary

� Gene Conklin – Resident Caretaker 

� Jason Groshong - Maintenance 

� John Hubbard – Janitorial

� Nikki Weaver – Office Assistant



Accomplishments & History
� POLK COUNTY FAIR HISTORY

�

� 1913: Sale of stock, $1 per share, sold to 
build fairgrounds in Dallas.

� 1924: Dallas donated land; a pavilion and 
stock shed were built.

� 1934: County used buildings for storage. Fair 
held at Dallas Armory.

� 1938: Fair moved to Monmouth, held in tent 
next to City Hall.

� 1940: Fair moved to Grandstand at Oregon 
State College of Education, Fair held there 
until 1952.

� 1949: Present 20-acre site purchased from 
H.A. Dempsey and George Esau.

� 1953: Main exhibit building and first barn 
built, Fair held in August.

� 1956:Home and Garden Building 
constructed.

� 1958: Dining room and kitchen added to Main 
Building.

� 1960: Horticulture area constructed (4H 
bldg). Midway Association Booths built.  Polk 
County Saddle-ite Club  organized.

� 1962: Completion of Horticulture area.

� 1963: South addition to Main Building.

� 1964: Arts and Crafts Building constructed, 
barn addition.

� 1965: Heating system installed in Main 
Building. New food booth.

� 1966: New food booth and covered area in 
midway added, plus playground equipment 
and tables and benches. Loading ramp built; 
mobile home purchased for caretakers.

� 1967: Livestock Building constructed.

� 1968: Covered eating area built, developed 
winter parking area.

� 1969: Constructed 10 booth spaces on West 
side of Arts and Crafts building, 12 horseshoe 
pits built for the first State Doubles 
Tournament. Concrete floor installed for 
covered eating area, beef wash rack built. 
New PA System installed.

� 1970: Completed first phase of doubling size 
of kitchen and dining area.  

� 1971: Completed final phase of doubling 
kitchen and dining area.  Installed 
underground electrical service to main 
building. Built 40'X 120' Horse Barn with 48 
tie stalls.  Country Garden Club donated 
funds for drinking fountain at rear of 4-H 
Building.

� 1972: Installed $10,000 lighting system in 
arena. Perrydale Goodwill Club and 
Perrydale Farmers Union donated funds for 
two drinking fountains.

� 1973: First phase of 120' X 200" 
Multipurpose Building constructed, cost of 
$25,750. New heating system in Main 
Building ($4,149). Country Garden Club and 
Polk County Extension Alumni donate funds 
for indoor-outdoor carpeting in Lobby of Main 
Building. Henthorne Family donated funds in 
memory of Evertt Henthorne to install 
refrigerated drinking fountain in Main 
Building. Acoustical ceiling installed in Main 
Building.

� 1974: New shelves purchased for Foods 
Division and racks for Textile Division. 
Graveled 20,000 sq. ft. of parking area.

� 1975: Resurfaced front parking lot and other 
areas around the Main Building.  Donations 
of $1,000 from Cascade Farm Service, 
Rickreall, and Dow Chemical Co. used to 
install brick pillars topped with entrance lights 
at the main gate.

� 1976: Install 5,000 ft of drainage tile to 
parking lot ($11,000)

� 1977: Partially paved area between Main 
Building and Arts and Crafts Building.  New 
fence around arena, rebuilt announcers 
stand.  Installed singular lighting in 
playground.

� 1978: Show arena fenced, constructed 
midway booths, installed arena lighting, 
added pegboard walls to Main Building (funds 
donated by Extension Alumni).

� 1979: Installed lights between Arts and Crafts 
Building, new 6" water lines, graveled section 
of parking lot, built goat arena.



Fair History Continued

� 1980: New siding on west and south ends of 
the Multipurpose Building. Concrete around 
three midway booths, between main Building 
and midway. Kitchen added to 4-H Building, 
new grill in Hamburger Heaven.

� 1981: Reroofed half of Main Building, 
remodeled horse stalls.

� 1982: Built walkin cooler/freezer, installed 
stainless steel sink unit in Main Kitchen. 
Repainted, installed florescent lighting in 
Horticulture Area. Installed florescent lighting 
in 4-H and Arts/Crafts Building. Purchased 
three bleachers and lectume speakers. New 
water line installed in front of Main Building.

� 1983: Paved area between Arts/Crafts 
Building and Main Building. Extension Alumni 
donated funds to build 18 tables and 3 
pegboard display racks.

� 1984: Reroofed cow barns, added 
thermopane windows, insulation, aluminum 
roof, gutters and paint to 4-H Building.

� 1985: Reroofed Textile Room and front area 
of the Main Building.  Extension Alumni 
donated $975 to construct 3 sets of 
bleachers. Arena Association donated sand 
for Outdoor Arena. New speaker system 
installed with donation from Arena Trust 
Fund. 17,739 sq. ft. of asphalt installed. Box 
stalls built in horse barn, donations from the 
community and Los Caballeros Horse Club.  
Mistletoe donation to reroof dining room area.

� 1986: Sheridan FFA constructed one 
bleacher. Concrete poured in barns. Sand 
donated for Arena by Sheriff Posse and 
Valley Concrete. County Committee donated 
fiberboard for the 4-H                      Building. 
Mistletoe Extension donated water lines and 
faucets for Multipurpose Building; Extension 
Study Group donated railings for Show 
Arena. Saddle-ites donated clock for Small 
Meeting Room. Pat Adams donated 
microwave oven for the 4-H Building.

� 1987: Polk County Sheriff's Posse, 4-H 
Horse Leaders and Saddle-ites donated sand 
for the outdoor arena.  Extension Alumni 
donated funds to build 16 display racks. 
Remodeled Main Office. Lottery Grant to 
remodel Arts/Crafts Building (adding 
showers, restrooms, kitchen, wood dance 
floor). Independence Wagon Wheelers 
donated kitchen cabinets, stove, refrigerator, 
and dishwasher plus labor to install wood 
dance floor in the Arts/Crafts Building.

� 1988: Polk County Extension Alumni donated 
$1,000 for improvements in the Main Kitchen 
(added Doorway, countertop, and breakfast 
cart). Polk County Master Gardeners 
constructed a gazebo in the garden area with 
the help of donations from local businesses 
and organizations. Areas landscaped and 
planted by Master Gardeners. Completion of 
Arts/ Crafts remodeling project. Insulation 
and ceiling improvements in the Small 
Meeting Room, improvements to entry area 
in Main Building.

� 1989: Polk County Extension Alumni donated 
$1,000 to purchase chairs for Small Meeting 
Room and new tables, also donated $1,800 for 
lighting on signboard.  Reroofed dome area of 
Main Building, added new entry doors. Purchased 
ovens for Main Building. Rebuilt cattle wash rack, 
materials donated by Welliver Metal Production, 
Ram Steel and Steel Co.; labor donated by Bill 
Norfleet and Family and other 4-H and FFA 
members and parents. New electrical service to 
4-H Building, Arts/Crafts Building, playground, 
game booths and barns.

� 1990: Installed new electrical system to main 
parking lot, enlarged parking area to the east side 
of fairgrounds, added ditching and drainage 
system, graveled all of main parking area. Polk 
County Extension Alumni donated funds to 
purchase new chairs and chair carts. Painted 
inside of 4-H Building.

� 1991: Main Building, Arts/ Crafts Building and 4-H 
Building painted outside. Monmouth Garden Club 
planting/landscaping around Fair signboard. 
Small Kabota garden tractor donated to 
fairgrounds.  Wainscoting in Main Room of Main 
Building. Air conditioning installed in Arts/Crafts 
Building, funds donated from Independence 
Wagon Wheelers and matched by the Polk 
County 500 Club. Polk County Extension Alumni 
donated funds to purchase chair carts and folding 
chairs.

� 1992: Exterior of Cattle Barn painted. 
Replacement of grills and cook top in the Main 
Kitchen. Dining Rooms and Textile Room 
wainscot to match the Main Room. Memorial 
Garden Area begun, flagpole and paving stones 
installed, plantings. Trees and rhododendrons 
donated for front entrance of  the fairgrounds.

� 1993: Repainted interior of the Arts and Crafts 
Building. Paving stones installed at the Main 
Ticket Area, contributed by Stone Man Paving. 
Entry overhanging constructed on the Arts/ Crafts 
Building and the south entry of the Main Building. 
Wash rack installed in Sheep Barn. Tie downs in 
roofing system in Beef Barn. Fund raising effort 
started for New Animal Building.

� 1994: First Phase of new 80'X 200' exhibit 
building started, using all volunteer labor and 
donated materials and funds. A new activity of the 
Fair was the Polk County Store featuring products             

� Manufactured and produced in Polk County.

� 1995: The Fair was awarded a grant to make the 
fairgrounds more accessible to handicap patrons, 
improvements will include paving of parking lots, 
cement paving stones in the Floriculture area, 
modification to restrooms. The Polk County Store 
continued to be successful during the Fair.  The 
Polk County Heritage Area was added this year, 
educating the public to little known facts of the  
county and providing demonstrations.



Fair History Continued

� 1996: Polk County Fair Improvement 
Association

was established to organize and operate an 
annual fundraiser dinner and Auction.  Funds 
generated from the dinner and auction were 
used to make              improvements on the 
Fairgrounds, mostly to the new exhibit building. 
ADA grant project was            completed, 
paving of the parking lots and remodeling of 
restrooms for handicap accessibility.

� 1997: Asphalt on South and East roadway of 
Swine Barn. Concrete floors in Swine Barn and 
New Building "C".  Sidewalk north end of Swine 
Barn, storm drain around and between Sheep 
Barn and Building "C”. Paving Stones in Master 
Gardeners Area, labor donated by John Smith.

� 1998: New fencing around Horse Arena and 
Livestock Judging Arena. Put in roll up 
windows for kitchen counters. 

� 1999: New septic system was finished. New 
heating system installed in the main building 
and the 4-H building. New hood exhaust 
systems in the main kitchen, purchased deep 
fat fryers, double glass door refrigerator and 
new gas coffee pot in main kitchen. New swine 
pens. Exhaust fans for the beef barn. Main 
building had new stucco put on it and 
repainted, new sign board, electrical updated in 
barns, new gutters and down spouts were 
installed in the beef, dairy, goat, sheep, and 
swine barn, repaired roof on sheep barn and 
arts and crafts building. Replaced caretaker 
home. Seal coated parking lot, replace doors in 
south room of main building. Purchased new 
stage. Donated funds from the Polk County 
Extension Alumni were used to purchase a 
new computer for the office.

� 2000: New steam table purchased and 
installed, deep sink put in kitchen for hand 
washing and janitorial use. Purchase of 10 new 
aluminum bleachers and llama pens. A 
donation from the Polk County Extension 
Alumni and Fisher Implements was used to 
purchase a tiller and arena harrow for the 
horse arena. Coastal Farm and Home Supply 
donated a pressure washer. 5 canopies were 
purchased for Annual Fair

� 2001: Remodeled kitchen in main building, new 
double door refrigerator, 2 grills, ovens, stove, 
stainless steel sinks and counter tops, 
dishwasher, and stainless steel work table. 
Plumbing and electrical updates. 5 more 
canopies were purchased for Annual Fair. 
Funds from the Polk County Fair Improvement 
Association were used to put new siding on the 
east end of the sheep barn, dust control in the 
sheep barn, new sheep panels were built by 
volunteers. Metal fence and gates were 
installed in the livestock area to confine 
livestock during the fair. Manure ramps were 
purchased.

� 2002: Goat panels were built by volunteers, 
portable horse stalls were purchased with funds 
from the Polk County Fair Improvement 
Association dinner auction. Four portable P.A. 
systems were purchased with funds donated by 
the OSU extension alumni, rolling carts were 
constructed by a volunteer for easier transport 
of the P.A. systems to the barns.

� 2003: 50 new rabbit cages and updates to the 
electrical system in the arena dog house we 
done with funds generated from the Polk County 
Fair Improvement Association dinner auction. A 
carpet cleaner was purchased with funds from 
the Craft Festival door donations. A new front 
flower and plant bed was put together by the 
Master Gardeners. 18 loads of sand were 
donated for the arena by John Fowler Sand & 
Gravel and the trucking of the sand was paid for 
by the 4-H Horse Leaders Association. 

� 2004: A new 8,092 sq. ft. floral building was 
constructed. This was the first major 
construction on the fairgrounds in 10 years. The 
old floral building was tore down and hauled 
away by volunteers from the Polk Soil & Water 
Conservation District. The gazebo constructed 
by the Master Gardeners in 1988 was removed. 
Money for this project came from grants from 
the Spirit Mt. Community Fund, the Rural 
Development Fund and the Polk County 
General Fund. The funds from the Polk County 
Fair Improvement Association were used to put 
lights in the small show arena, lumber to redo 
the 4-H stage and purchase a new livestock 
scale. A fax machine for the main office and a 
roaster oven for the main kitchen were donated. 
The main office and both meeting rooms were 
repainted by a volunteer from Inter-stone 
Paving.

� 2005: Building C was acclimatized, the sheep 
panels were rebuilt and repainted and the septic 
system in the main building was replaced. 
Money was raised to buy a new PA system for 
the main building and put on hold to use as a 
matching fund for a grant to put a PA system 
throughout the entire fairgrounds.

� 2006: Electrical upgrades were done to the beef 
and swine barns with money raised by the Polk 
County Fair Improvement Association. Master 
Gardeners donated money to put in a man door 
and an exhaust fan in the floral building. Stairs 
were replaced at the dog house in the arena. 
We removed the Ham Shack to allow for more 
RV parking with volunteers from the HALO 
program.

� 2007: Replaced the septic tank and drain lines 
to the caretaker’s residence. Concrete was 
poured around building C, pervious up front and 
regular around the sides, donated by Scott 
Erickson of Quality Concrete, work done by 
Ritchter Concrete Construction. New drains 
were installed throughout the grounds, new 
concrete was poured in front of Market Office 
and Swine Barn, labor was donated by Scott 
Andersen. A new tractor was purchased from 
Brim Tractor. New arena poles and lights were 
put up. Poles donated by Commissioner Mike 
Propes, labor and equipment to put poles in the 
ground was donated by John Strader and Bill 



Fair History Continued

� 2008: Central FFA made metal table 
carts. Central High School wood shop 
made 20 new tables and the 
Independence Wagon Wheelers put the 
legs on them. The bleachers to the west 
of the arena were covered with a wood 
structure, funds provided by the Polk 
County Fair Improvement Association, 
Polk County Fair Foundation and Polk 
County General fund.The patio behind 
the  4-H building and a walkway from the 
patio of the main building to the new 
patio at the 4-H building was put in, 
ground work done by donated equipment 
from Bob Eagon Excavating and donated 
labor by Bob Eagon, Scott and Mark 
Andersen. Sand donated by Grossman & 
Wesson Gravel. Gravel provided at a 
discount price by Valley Concrete. 
Pavers furnished at a discount price from 
Western Interlock and installation of the 
pavers provided at a discount by Pavers 
Inc. Funds for this project we provided by 
the Warner Waddell Trust. 

� 2009: Enclosed the kitchen in the main 
building with fund from a Rural 
Development Grant and PCFIA. 
Replaced 6 manure bins, labor by Haight
fabrication, funds from PCFIA. New beef 
and swine barn doors were built by 
Central FFA.

� 2010: Replace grease trap in main 
kitchen work done by Garber Excavating.
Replaced carpet in Main entry – labor 
donated by Valley Flooring Center of 
West Salem.
Put water filter system in Swine barn.
Replaced carpet in Caretaker’s 
bedrooms – carpet donated by Valley 
Flooring Center of West Salem
Purchase new riding lawn mower 
(Huskavarna) from L & L Equipment.
Purchase brush mower for New Holland 
tractor from Rickreall Farm Supply.
Purchased a Kawasaki Mule from Ag 
West.
Planted 20 trees throughout grounds, 
trees donated by Meyers Nursery, 
equipment donated by Eagon
Excavating, planted with donated labor. 
Trees delivered by volunteer Linda 
Lambert and holes dug by volunteer 
Scott Andersen. Dog house stairs 
replaced by volunteers from the Bus N 
USA RV Rally, lumber donated by 
Independence Wagon Wheelers. Dog 
house door and window revamped by 
Fair Board members Dean Anderson and 
Keith Harris

� 2011: 30 trees were donated by Meyers 
Nursery and planted by volunteers from 
4-H and FFA, equipment donated by Bob 
Eagon Excavation and Rickreall Farm 
Supply. Mulch for the project was 
donated by Grossman & Weston Gravel.
10 picnic tables were built by the HALO 
program members, funding for this 
project came from the Polk County Fair 
Improvement and the Dallas Community 
Foundation.
The drain system for the swine barn was 
completely redone, rock was donated by 
Grossman & Weston Gravel and labor 
was donated by Scott Andersen. 
The bus stop was put in at the front of 
the fairgrounds for Salem Transit 
(Cherriots) with a grant from ODOT.
10 loads of gravel were dug out of the 
bus stop area and put back onto the 
parking lot equipment donated by Polk 
County Public Works and labor donated 
by Scott Andersen.

� 2012: The Polk County Fair Improvement 
Association started the first phase of the 
remodel of the 4-H bathrooms; 2 new 
showers were added to each bathroom 
and upgrade of the water heater. 
Replaced old wooden sign board with 
new electronic sign. Upgraded the 
electric in 4-H building. Upgraded the 
lights in Main, 4-H, A/C and Swine barn. 
Put the first set of bricks in the main 
entry of main building. Put roll up doors 
on the floral building. Replaced two sets 
of doors in the 4-H building and put in 
new outside lights on the 4-H building. 
Replaced 2 stoves and a microwave in 
the 4-H building with help from Keizer 
Appliance.

� 2013: Framed in new roll up doors on the 
floral building. County donated dirt to 
bring up horse barn floor. Replaced 
pegboard in textile room. Insulated the 
doors in building C. Replaced both sets 
of doors on East side of main building. 
Replaced lighting on front of main 
building. Replaced counter tops in A/C 
building. The Polk County Fair 
Foundation through a capital campaign 
raised $120,000.00 and purchased 16 
acres to the East for the fairgrounds.

� 2014: Polk County Fair Improvement 
Association started 2nd phase of 4-H 
bathrooms, replaced sinks, toilets, 
counters and heater. Front piece of 
fairgrounds got WIFI. 3 Security cameras 
were installed. 

� 2015: The large speakers at the arena 
were installed. Water main replaced. 
Front entrance matching
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Market Conditions

As Polk County’s population grows and changes, the Polk County Fairgrounds 

programs are gradually expanding. 

The biggest competition comes from increasing choices of discretionary spending. 

Oregon has seen an explosion of special events and local attractions. Numerous 

festivals, concerts, and sporting events are adding to the growing special 

event/entertainment market. The leisure industry is now a multi-million dollar 

industry in Oregon.

The Polk County Fairgrounds is challenged to keep up with the changing needs of its 

customer base and compete with the rapidly expanding special events/entertainment 

industry. As the demographics change the Polk County Fairgrounds must be flexible 

in what it offers to the community.

Rapid growth in the Polk County area, new road construction and access to the 

fairgrounds are all market conditions which effect the fairgrounds and its future.



Key Challenges

�Key Challenges:
Maintaining and improving the facilities to ensure their continuance as an asset 

to the community.

Good communications between Polk County Government, community leaders 

and the Fair Board.

Educating the public – Increasing participation with adults and youth.

Secure stable long-term funding for fairgrounds.

Competitive pricing for building usage, table rent for our own shows, admission 

for year round shows and annual Fair, and fair booths.



Guiding Principles 

– Provide a gathering place for our diverse community.

– Provide a facility for the annual fair.

– Promote and showcase talent, agriculture, forestry, industry and
resources of Polk County.

– Promote volunteerism for the enhancement of the fairgrounds.

– Market the fairgrounds to achieve its greatest economic potential.

– Maintain and improve the facilities of the Polk County fairgrounds 
to ensure their continuance as a viable asset for the community.

– Administer fiscal affairs in an effective and responsible manner.

– Fulfill the need for an emergency and community resource center.

– Bring families together by promoting opportunities for all to 
participate in the cultural, educational and scientific advancement of 
our community.

– Promote and encourage the exchange of ideas and information 
between volunteers, Fair Board, County Commissioners, residents 
of Polk County and visitors.

– Establish a strong working relationship between The Polk County 
Fair Board, Polk County Fair Foundation and Polk County Board of
Commissioners



Goals

� Maximize donations and support

– Volunteerism

– Business support

– Cash donations 

– Labor and material donations 

Developing a joint facility plan

Explore grant opportunities

Explore partnership opportunities with other 

organizations

Lead an effort with key partners to develop and 

achieve a Vision Plan



Financial Objectives
� Administer fiscal affairs in an effective and responsible manner

Keep the Fair budget in a positive balance. 

� Developing a long term plan for self sufficiency

Pursue other partners to secure funding

� Write for grants

Write for grants for projects such as the playground equipment, and events during 
Fair.

� Encourage donations & Volunteerism

� Develop & Design Projects

To promote volunteerism

� Continue promoting the Fair  

Continue with promoting the Fair by selling Fair sponsorship for both year round and 
the Annual Fair

� Polk County Fair Foundation

To support the development of the Polk County Fair facilities by the Fair Foundation



Vision

Be the premiere community 

event center for 

Polk County  
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The Process for Developing Polk County Fairgrounds & Event Center, 

Board Policy 
 

The Board of Directors as the Polk County Fair Board governing body is entrusted with the 

authority to establish policy for the governance of the Polk County Fairgrounds & Event Center 

in accordance with ORS 565.210 – ORS 565.990. Board policy establishes the parameters and 

guidelines for board members, committees, management and staff. 

 

The purposes of our policies are to: 

• Inform the public and users of board intent, goals and aspirations. 

• Prevent confusion among board members, staff and the public 

• Promote consistency of board action. 

• Eliminate the need for crisis policy making. 

• Improve public relations 

• Clarify board member, executive director and staff roles 

• Give management clear direction from the board. 

 

Mission Statement: 

 

To promote community interaction by providing a facility for our diverse community to use, 

share, grow and enjoy. 

 

Management policies are not board policies 

 

The Polk County Fair Board of Directors makes an important distinction between board policies 

and management policies. Board policies establish the parameters within which board, 

management and staff will operate. Management policies, developed and implemented by the 

Fair Manager, outline the specifics of how the organization and staff will implement board 

policy. 

 

Policy requires a majority vote of the board 

 

 All policy decisions will be made by majority vote of the board and only at board meetings. 

Before adopting any policy, all board members will receive a copy of the proposed policy in 

advance of the meeting at which the vote is to be taken. 

 

Source of policies 

 

Policies may be recommended to the board by the Polk County Board of Commissioners, 

committees of the board, individual board members or the Fair Manager. All proposed policies 

will be researched by the presenter to ensure that they are legal, and do not contradict already 

established policy or bylaws of the Polk County Fair Board. If approved by the board, policies 

will be written, dated at time of approval and included in all copies of the board policy manual. 
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Considerations for all policies 

 

All policies proposed to the board should be tested to consider if the proposed policy is: 

 

• Consistent with Board bylaws 

• Consistent with good operation of the Polk County Fairgrounds & Event Center 

• Consistent with our mission statement 

• Within the scope of board authority 

• Consistent with local, state and federal law 

• Compatible with other policies of the board 

• Practical 

• Broad enough to cover the subject substantially 

• Enforceable 

 

Accountability for carrying out policies 

 

The Fair Manager will be accountable to the board for carrying out these policies, ensuring that 

all policies are effectively explained to the employees and making every reasonable effort to see 

that they are understood, accepted and complied with. 

 

Distribution of policy manual 

 

A copy of the board policy manual will at all times be available in the Polk County Fairgrounds 

& Event Center office for review and inspection by employees, board members and general 

public. Each board member will also be given a current policy manual. 

 

Amendment or suspension of policy 

 

All policies will be annually reviewed by the board or a committee of the board for accuracy and 

appropriateness, and recommendations will be made to the board for amendment, addition or 

elimination. Except as otherwise provided by law, any policy of the board may be suspended, 

repealed, amended or waived by a majority vote of the board, provided that at least two full 

weeks public notice has been given of the intention to consider revocation, repeal, waiver or 

amendment. 

 

 

 

 

 

 

 

 

 

 

 

 



 4 

Corporate Structure/Board Organization 
 

The Polk County Fair Board is appointed by the Polk County Board of Commissioners and has 

the exclusive management of the ground and all other property owned, leased, used or controlled 

by the county and devoted to the use of the County Fair and is entrusted and charged with the 

entire business management and financial and other affairs of such fair. 

 

The Polk County Fair Board business will be conducted in accordance with the laws of this state, 

county, Board bylaws, board policies and generally accepted business practices that will 

accomplish the Polk County Fair Board mission. 

 

Authority of the board of directors 

 

Each member of the Polk County Fair Board share in a joint and collective authority which exists 

and can only be exercised when the group is in session. 

 

Board member commitment 

 

Serving as a board member of the Polk County Fair Board involves a very special commitment. 

To meet that commitment, board members are expected to: 

 

• Ensure adherence to the Polk County Fair Board mission. 

• Attend and actively participate in all of the board’s meetings and notify the Fair 

Manager of anticipated absence. 

• When absent from a meeting, review minutes and results of the missed meeting. 

• Be prepared to participate fully in board and committee meetings. 

• Serve actively on at least one committee. 

• Act only with the full board, not individually unless authorized to do so by the full 

board. 

• Speak for the full board only when the full board sanctions their doing so. 

 

Board delegation of policy interpretation to staff and public 

 

The Board delegates to the Fair Manager responsibility for policy interpretation to the staff and 

public and for rule making, issuance of procedural directives and guides not specifically covered 

or detailed in the Board Policy Manuel. Such interpretations, rules and directives have the force 

of board regulations unless and until superseded by formal board actions. 
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Board member rights 

 

Members of the Polk County Fair Board are granted certain specific rights. All board members 

have the right to: 

 

• Receive notice of board meetings and the agenda. 

• Attend and participate in board meetings. 

• Examine Polk County Fairground & Event Center books, records, meeting 

minutes, financial statements and contracts. 

• Request items be placed on the board meeting agenda.  

 

Board member conflict of interests 

 

Board members have a duty to subordinate personal interests to the welfare of the Polk County 

Fairgrounds & Event Center and those we serve. Conflicting interests can be financial, personal 

relationships, status or power. 

 

Board members and employees are prohibited from receiving gifts, fees, loans or favors from 

suppliers, contractors, consultants or financial agencies, which obligate or which give the 

appearance of obligating or inducing the board member or employee to compromise 

responsibilities to negotiate, inspect or audit, purchase or award contracts, with the best interest 

of the Polk County Fairgrounds & Event Center in mind. 

 

Since it is not possible to write a policy that covers all potential conflicts, board members and 

employees are expected to be alert for and avoid situations which might be construed as conflicts 

of interests. 

 

Any possible conflict of interests on the part of any board member shall be disclosed to the other 

board members and made a matter of record, either through an annual procedure or when the 

interest becomes a matter of board action. 

 

Any board member having a conflicts of interest or possible conflicts of interests should not vote 

or use his/her personal influence on the matter, and he/she should not be counted as part of a 

quorum for the meeting. The minutes of the meeting should reflect that a disclosure was made, 

the abstention from voting and the quorum situation. 

 

These restrictions should not be construed as preventing the board member from briefly stating 

his/her position in the matter, not from answering pertinent questions of other board members, 

since his/her knowledge could be of assistance to the deliberations. 

 

All Board members will be required to complete the “Conflict of Interests Statement.” This 

policy will be reviewed by the board annually and given to each new board member for signature 

annually. 
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Conflict of Interest Policy 

 

Article I 

Purpose 

 

The purpose of the conflict of interest policy is to protect this organization’s interest when it is 

contemplating entering into a transaction or arrangement that might benefit the private interest of 

an officer or director of the organization, or might result in a possible excess benefit transaction. 

This policy is intended to supplement but not replace any applicable state and federal laws 

governing conflict of interest applicable to government nonprofit and charitable organizations. 

 

Article II 

Definitions 

 

1. Interested Person: Any director, principal officer or member of a committee with 

governing board delegated powers, who has a direct or indirect financial interest, as 

defined below, is and interested person. 

 

2. Financial Interest: A person has a financial interest if the person has, directly or indirectly 
through business investment or family: 

 

a. An ownership or investment interest in any entity with which the organization 

has a transaction or arrangement or 

b. A compensation arrangement with the organization or with any entity or 

individual with which the organization has a transaction or arrangement or 

c. A potential ownership or investment interest in, or compensation arrangement 

with, any entity or individual with which the organization is negotiating a 

transaction or arrangement. 

 

Compensation includes direct and indirect remuneration, as well as gifts or favors that are not 

insubstantial. 

 

A financial interest is not necessarily a conflict of interest. Under Article III, Section 2 a person 

who has a financial interest may have a conflict of interest only if the appropriate governing 

board or committee decides that a conflict of interests exists. 
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Article III 

Procedures 

 

1. Duty to Disclose.  In connection with any actual or possible conflict of interest, an 
interested person must disclose all material facts to the directors and members of 

committees with governing board delegated powers considering the proposed transaction 

or arrangement. 

2. Determining Whether a Conflict of Interest Exists.  After disclosure of the financial 

interest and all material facts, and after any discussion with the interested person, the 

Board will meet in Executive Session pursuant to ORS 192.660 the board or committee 

members shall decide if a conflict of interest exists. 

3. Procedures for Addressing the Conflict of Interest. 
a. An interested person may make a presentation at the governing board or 

committee meeting, but after the presentation, he/she shall leave the meeting 

during the discussion of and the voted on transaction or arrangement involving the 

possible conflict of interest. 

b. The chairperson of the governing board or committee shall, if appropriate, appoint 

a disinterested person or committee to investigate alternatives to the proposed 

transaction or arrangement. 

c. After exercising due diligence, the governing board or committee shall determine 

whether the organization can obtain with reasonable efforts a more advantageous 

transaction or arrangement from a person or entity that would not give rise to a 

conflict of interest. 

d. If a more advantageous transaction or arrangement is not reasonably possible 

under circumstances not producing a conflict of interest, the governing board or 

committee shall determine by a majority vote of the disinterested directors 

whether the transaction or arrangement. 

 

4. Violations of Conflicts of Interest Policy. 
a. If the governing board or committee has reasonable cause to believe a member 

has failed to disclose actual or possible conflicts of interest, it shall inform the 

member of the basis for such belief and afford the member an opportunity to 

explain the alleged failure to disclose. 

b. If, after hearing the member’s response and after making further investigation as 

warranted by the circumstances, the governing board or committee determines the 

member has failed to disclose an actual or possible conflict of interest, it shall 

take appropriate disciplinary and corrective action. 
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Article IV 

Records of Proceedings 

 

The minutes of the governing board and all committees with board delegated powers shall 

contain: 

 

a. The names of the persons who disclosed or otherwise were found to have a 

financial interest in connection with an actual or possible conflict of interest, the 

nature of the financial interest, any action taken to determine whether a conflict of 

interest was present, and the governing board’s or committee’s decision as to 

whether a conflict of interest in fact existed. 

b. The names of the persons who were present for discussions and votes relating to 

the transaction or arrangement, the content of the discussion including and 

alternatives to the proposed transaction or arrangement, and a record of any votes 

taken in connection with the proceedings. 

 

 

Article V 

Compensation 

 

a. A voting member of the governing board who receives compensation, directly or 

indirectly, from the organization for services is precluded from voting on matters 

pertaining to the member’s compensation. 

b. A voting member of a committee whose jurisdiction includes compensation 

matters and who receives compensation, directly or indirectly, from the 

organization for services is precluded from voting on matters pertaining to that 

member’s compensation. 

c. No voting member of the governing board or any committee whose jurisdiction 

includes compensation matters and who receives compensation, directly or 

indirectly, from the organization either individually or collectively, is prohibited 

from providing information to any committee regarding compensation. 

 

 

Article VI 

Annual Statements 

 

Each director, principal officer and member of a committee with governing board delegated 

powers shall annually sign a statement which affirms such person: 

 

a. Has received a copy of the conflicts of interest policy, 

b. Has read and understands the policy, 
c. Has agreed to comply with the policy. 
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Conflict of Interests Statement 

 

The undersigned certifies that I have received, reviewed and understand the Fair’s policy  

 

regarding conflicts of interest and certifies that I am _______/am not_________ (check one) in  

 

compliance with this policy. If I am not in compliance, the attached written explanation provides  

 

the reasons why. I also certify that since my last written certification, I have ______/have not  

 

_________ (check one) had occasion to make disclosure as required by the policy (if a written  

 

disclosure was required, copies are attached). I also affirm that I have read and understand the  

 

Code of Ethics of the Polk County Fair Board. 

 

 

Print Name: _________________________         Signature: _______________________ 

 

 

Date: ____________________ 

 

Duty of board members not to compete 

 

A board member may not use his/her position on the Polk County Fair Board to prevent Polk  

 

County Fairgrounds & Event Center from competing with the board member’s business. It is  

 

expected that board members, even after they complete board service, will not use trade secrets,  

 

client lists or other confidential information acquired by virtue of being a member of the board. 

 

Ethics obligations of board members 

 

The board will annually approve code of ethics for board members. All board members will be 

given a copy of the code of ethics, and will be expected to adhere to the provision of that code. 
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The Polk County Fair Board Code of Ethics: 

 

As a member of the Polk County Fair Board, I will… 

 

• Listen carefully to my teammates and those served by the Polk County Fair Board. 

• Respect the opinion of other board members. 

• Respect and support the majority decision of the board. 

• Recognize that all authority is vested in the board when it meets in legal session and not 

with individual board members. 

• Keep well-informed of developments that are relevant to issues that may come before the 

board. 

• Participate actively in board meetings and actions. 

• Call to attention of the board any issues that I believe will have an adverse effect on the 

board or those we serve. 

• Attempt to interpret the needs of constituents to the Polk County Fair Board and interpret 

the action of the Polk County Fair Board to its constituents. 

• Refer constituent or staff complaints to the proper level on the chain of command. 

• Recognize that the board member’s job is to ensure that the Polk County Fairgrounds & 

Event Center is well managed, consistent with Board policy and not to manage the Polk 

County Fairgrounds & Event Center. 

• Vote to hire the best possible person to manage the Polk County Fairgrounds and Event 

Center. 

• Represent all constituents of Polk County Fairgrounds & Event Center and not a 

particular geographic area or special interest groups. 

• Consider myself a “trustee” of Polk County Fairgrounds & Event Center and do my best 

to ensure that it is well maintained, financially secure, growing and always operating in 

the best interests of its constituents. 

• Always work to learn more about the board member’s responsibilities and how to do it 

better. 

• Declare any conflict of interests between my personal life and my position on the Polk 

County Fair Board, and avoid voting on issues that appear to be a conflict of interest. 

 

As a member of the Polk County Fair Board I will not… 
 

• Be hostile, in or outside of the board meeting, of other board members or their opinions. 

• Use the Polk County Fair Board or any part of the Polk County Fairgrounds & Event 

Center for my personal advantage or personal advantage of my friends or relatives. 

• Discuss the confidential proceedings of the board outside the board meeting. 

• Promise prior to a meeting how I will vote on any issue in the meeting. 

• Interfere with duties of the Fair Manager or undermine his/her authority. 

 

Annual meeting of the board 

 

An annual meeting of the Polk County Fair Board will be held during the month of February 

each year. 
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New potential Board member suggestions 

 

It is the policy of the Polk County Fair Board to suggest to the Polk County Board of 

Commissioners potential Board members who: 

 

• Believe in the cause and mission of the Polk County Fairgrounds & Event Center. 

• Will commit completely to the board members responsibility for the Polk County 

Fair Board. 

• Will participate actively as part of the Polk County Fair Board team. 

• Are community leaders and will advocate in the community for the Polk County 

Fairgrounds & Event Center. 

Terms of office and election procedures will be as specified in the ORS 565 and bylaws of the 

Polk County Fair Board. 

 

 

Vacancies on the board 

 

When vacancies occur on the board other than normal expiration of terms, the board may make 

suggestions to the Board of Commissioners. The Board of Commissioners shall appoint a new 

board member under ORS 565 

 

Removal of board members 

 

It is the policy of the Polk County Fair Board to follow ORS 565.225: A member of a the county 

fair board appointed under ORS 565 may be removed by the County Board of Commissioners 

for: 

 

• Inefficiency 

• Neglect of duty 

• Misconduct in office 

• Incompetence 

• Incompatibility 

• Dereliction of duty or 

• Other good cause, as those terms may be defined by the County ordinance. 

 

A member of the fair board shall not be removed by the County Board of Commissioners until 

after the member receives a copy of a statement containing the cause for removal and a hearing 

on the removal is held. The statement shall be given to the member at least 10 days prior to the 

hearing, at which the member must have an opportunity to be heard in person or by counsel. 

When the Board of Commissioners removes a member of the fair board, a record of the 

proceedings, together with the cause for removal and findings thereon shall be filed in the office 

of the County Clerk. 

 

 

 



 12 

Meeting attendance requirement 

 

It is the policy of the Polk County Fair Board that board members must attend meetings to 

maintain governance continuity, to be fully informed about the issues on which they will vote, 

and to meet their responsibility to contribute to the decisions the board is required to make. 

 

If a member is absent unexcused for three meeting in a row, the Board may ask the County 

Board of Commissioners to remove that member from the Board. 

 

If a board member will be absent from all or part of any board meeting, the board member is 

expected to contact the Fair Manager as soon as the need to be absent is known. 

 

When a board member is absent from any board meeting without an approved absence, the 

Chairman will contact the board member and remind the board member of this meeting 

attendance policy. 

 

Compensation of board members 

 

Board members will not be compensated for service on this board. 

 

Reimbursement of expenses 

 

Board members may be reimbursed only for out-of-pocket expenses actually incurred and given 

prior authorization by a vote of the board. Claimed expenses must be documented by original 

receipt. No expenses will be reimbursed for non business related travel or extension of stay 

beyond completion of the business for the Polk County Fair Board. 

 

Directors’ and officers’ insurance 

 

It is the policy of the Polk County Fair Board to provide directors and officers’ liability 

insurance. The continuing need for such insurance will be reviewed each time the policy is due 

for renewal 

 

Board correspondence 

 

Correspondence from the board will be approved by the board or its Chair. All correspondence 

from the Polk County Fair Board will be over the Chair’s name. All correspondence from the 

board will be written on the Polk County Fairgrounds & Event Center stationary and will be 

prepared by the office of the Fair Manager. Use of the Polk County Fairgrounds & Event Center 

letterhead will be limited to official agency business only. 

 

No material or information disclosed in executive sessions of the board will be released to any 

unauthorized person. 

 

Board members speaking for the board to public or media 
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Individual board members may not speak to the public or media on behalf of the board unless 

authorized by the board to do so. 

 

When speaking about the Polk County Fairgrounds & Event Center or about board action, board 

members should be careful to define when their remarks represent personal opinion and when 

their remarks represent official board position. Board members must be aware that they are 

always seen as board members even when the designate comments as personal. 

 

Board member development 

 

The Polk County Fair Board believes that professional development for board members is vital 

to good governance. The board will include in the annual budget of the Polk County Fairgrounds 

& Event Center a line item for board development. The line item will be used to pay for 

conferences and conventions that will assist board members to develop their governance skills. 

 

Authority of board members 

 

Board members have authority only when acting as a body in regular or special meetings of the 

board. 

 

The board will not be bound in any way by any statement or action by any individual board 

member except when such statement or action is in pursuance of an adopted board resolution or 

special instructions by the board or under specified delegation of responsibility. 

 

Board member management of staff and public concerns 

 

It is the policy of the Polk County Fair Board that when a board member is contacted by a staff 

member or a member of the general public who has a concern or complaint about the Polk 

County Fairgrounds & Event Center or persons within, the board member will follow the 

following procedures: 

 

• Remember that individual board members have no power or authority to speak or 

act for the full board. 

• Listen to the person’s concerns 

• Express a desire to reach a satisfactory solution. 

• Explain that the board and management have established a process for handling 

concerns which starts with the person most immediately responsible. Suggest that 

the concern be discussed with the person immediately responsible. 

• Refer complaints to the official complaint form available in the Fair office.  

• Assure the person that the Fair Manager will be informed of the concern. 

• Ask the person to report back to you about the progress or resolution of the 

concern, if desired. 

• Inform the Fair Manager of the complaint or concern  
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Guidelines for processing public complaints 

 

From time to time situations may occur that create legitimate complaints on the part of the public 

or constituents relative to the Polk County Fairgrounds & Event Center. Complaints must be 

aired so that all sides of the issue may be heard and rational procedure/solutions found. 

 

Anyone having a complaint, therefore, is encouraged to file a complaint. Forms may be picked 

up at the administrative office. All complaint forms must be signed by the person originating the 

complaint. The nature of the complaint should be stated as well as the relief sought. 

 

Step by step process for persons to file a complaint 

 

Each step in this procedure will give consideration to the complaint and will be a review of the 

facts. Each individual receiving the complaint will issue a written response within a specific time 

period. If remedy is not achieved through the steps, the Polk County Fair Board is the final 

hearing body. 

 

STEP I – Formal Process – The formal process begins with the person filing the complaint. 

He/she prepares a written statement containing his/her name, address and telephone number; the 

condition, situation or individual being complained about and why; the requested remedy. The 

form should be signed, dated and filed with the individual closest to the complaint. 

 

STEP II – If the complainant is not satisfied with the decision at the first level, he/she may 

present the complaint to the Fair Manager (in writing) and expect response within 10 business 

days from the date it was presented to the Fair Manager. 

 

STEP III – If the complaint is not satisfied with the decision of the Fair Manager, he/she may 

submit a copy of the complaint to the Polk County Fair Board within 10 business days of 

receiving the Fair Manager’s deposition. 

 

STEP IV – Within 30 days, the board will review testimony and/or other relevant information 

related to the complaint. Once the board has reached a majority decision the complainant will be 

informed of the decision in writing. This decision is final. 
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POLK COUNTY FAIRGROUNDS & EVENT CENTER 

OFFICIAL COMPLAINT FORM 

 

PERSON FILING OUT COMPLAINT: ___________________________ DATE: ___________ 

 

 

WHERE MAY YOU BE REACHED: Address: ____________________________________ 
 

           ____________________________________  

 

        Phone:   ____________________________________ 

 

EXPLAIN NATURE OF COMPLAINT: 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 

 

REQUESTED REMEDY: 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

___________________________________________________________________________ 

 

RESPONSE #1 (Level -- staff) 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 

 

RESPONSE #2 (Level – Fair Manager) 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 

 

RESPONSE #3 (Level – Fair Board) 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

_____________________________________________________________________________ 
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Fair Manager Responsibilities and Functions 
 

In the conduct of the ongoing business of the Polk County Fair & Event Center, the Fair 

Manager is responsible for managing the Annual Fair and year round operations, preparing 

reports and proposals, preparing expenditures and revenue reports, tracking fiscal impact of 

expenditures, marketing, communication with the Polk County Board of Commissioners, County 

Administrative Officer, Treasurer, Fair Board and community leaders, billing, accounting 

system, facilities, safety and supervision of employees. 

 

Delegation to the Fair Manager 

 

The boards’ job is generally confined to establishing policies, leaving implementation of board 

policy to the Fair Manager. All board authority delegated to staff is delegated through the Fair 

Manager. 

 

The Fair Manager is authorized to make decisions, take actions and develop activities which are 

true to the boards’ policies. The board will respect the Fair Manager choices so long as the 

delegation continues. This does not prevent the board from obtaining information about activities 

in the delegated areas. 

 

No individual board member has any authority over the Fair Manager. Information may be 

requested by such parties, but if such request, in the Fair Managers judgment requires a material 

amount of staff time, it may be refused. 

 

Acting with the authority granted above, the Fair Manager may not perform, allow or cause to be 

performed any act which is unlawful, insufficient to meet commonly accepted business and 

professional ethics, in violation of funding source requirements or regulatory bodies, or contrary 

to explicit board constraints on executive authority. 

 

Areas of responsibility delegated to the Fair Manager 

 

In the area of Human Resources, the Fair Manager relates both to the board and to the staff, but 

has ultimate responsibility to the board. 

 

For the Board of Directors, the Fair Manager: 

 

• Develops and recommends to the board of directors, specific long and short range 

plans for the development of the Polk County Fairgrounds & Event Center 

programs and services; maintains appropriate relations with the board and various 

board committees and keeps them informed. 

• Interprets trends in the fields of service in which the Polk County Fairgrounds & 

Event Center is engaged, by maintaining involvement in the professional field as 

a whole. 

 

For the Polk County Fairgrounds & Event Center staff, the Fair Manager: 
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• Supervises and directs key staff in the performance of their duties, evalutes the 

performance of key staff members 

• Provides overall control of and direction for the personnel including active 

participation in or approval of personnel actions. 

• Manages volunteer staff activities 

 

In the area of Planning, the Fair Manager: 

 

• Evaluates the services being provided by the Polk County Fairgrounds & Event 

Center in relation to specified goals and standards and recommends modifications 

where appropriate. 

• Recommends new programs to the board. 

 

In the area of Finance, the Fair Manager: 

 

• Prepares the budget for both Annual Fair and Year Round Operation and is 

accountable for control of these resources once approved. 

• Directs all financial operations of the Polk County Fairgrounds & Event Center 

 

In the area of Constituent Relations, the Fair Manager interprets the function of the Polk County 

Fair Board to the community by assisting the board through direct involvement and through 

public relations programs including personal contact, descriptive program literature and media. 

 

In the area of Interagency Relations, the Fair Manager: 

 

• Maintains appropriate relations with other professional and service groups in the 

community. 

• Maintains appropriate relations with federal, state and local government units. 

• Maintains appropriate relations with other agencies in similar fields of service. 

 

In the area of the Polk County Fair Board Organizational Operations, the Fair Manager: 

 

• Recommends policies to the board and/or assists the board in the formulation of 

policies for the effective and economical operation of the Polk County 

Fairgrounds & Event Center and its programs. 

• Ensures implementation of the policies adopted by the board 

• Has chief administrative responsibility for maintenance of facilities and regular 

reporting to various bodies, 

• Carries management responsibility to ensure that legal obligations of the Polk 

County Fairgrounds & Event Center are met. 

 

Monitoring executive performance 

 

Monitoring executive performance is somewhat synonymous with monitoring organization 

performance. The board delegates management to the Fair Manager and must have a process for 
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ongoing monitoring of the Fair Manager’s performance of the delegated duties. The purpose of 

monitoring is to determine the degree to which board policies are being fulfilled. 

 

The board will monitor the Fair Manager’s performance by awareness of the Fair Manager’s job 

description, work plan, careful attention to all reports delivered to the board and through an 

annual written evaluation of the Fair Manager’s job performance. 

 

Board/Manager relationship 

 

The board of directors recognizes and maintains the following guidelines in the board’s 

relationship with the Fair Manager: 

 

• Good management is recognized as one of the key factors in the success of the 

organization. The board reserves the authority to establish policies, approve plans 

and programs and delegate authority to the Fair Manager. 

• The board will approve policies and long-range plans and programs for the Polk 

County Fairgrounds & Event Center and delegate authority to the Fair Manager to 

execute and carry out the policies, plans and programs. The Fair Manager will be 

responsible for training and supervising employees as necessary. 

• Board members will refrain from individually discussing management and 

personnel issues with the Polk County Fairgrounds & Event Center personnel 

other than the Fair Manager. 

• Authority for management will be through the board of directors to the Fair 

Manager, then to other personnel. The board will require full and timely 

information from the Fair Manager concerning pertinent matters that relate to the 

management of the Polk County Fairgrounds & Event Center. 

• The board recognizes the efficient management can exist only through mutual 

understanding and cooperation between the board and the Fair Manager. The 

board also recognizes that the Fair Manager is accountable to the board to show 

results, but Fair Manager cannot perform well and show good results if not given 

latitude to exercise independent judgment in implementing board policy. 

Therefore, the board grants that latitude of judgment and discretion and expects 

full accounting of performance from the Fair Manager. 

• The board recognizes its position as the employer of the Fair Manager and will be 

responsible for a systematic annual evaluation of the Fair Manager’s performance. 

The evaluation will be for the purpose of improving the Fair Manager’s 

performance and to provide a basis for consideration of the Fair Manager salary 

for the next employment contract term. 

 

The Fair Manager serves at the pleasure of the Polk County Fair Board 
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Board Meetings 
 

Conduct of meetings 

 

So that meetings may be conducted in the most orderly manner, discussion of agenda items will 

be limited to communications among board members, between the board members and the Chair, 

and among the board members, Fair Manager and those the board and Chair request to make 

presentations. 

 

Board calendar 

 

A calendar of agenda items will be established by the Fair Manager and Board Chair. Agenda 

items listed will be those that regularly require board action such as approval of the budget, 

renewal of contracts, employee evaluations, election of officers and other standard events. The 

board will hold its annual work session in February.  

 

Regular meetings 

 

Regular meetings of the board are held on the third Thursday of every month, in meeting room 

#2 behind the Fair Office. The board will make every effort to maintain those dates. 

 

Special meetings 

 

Special meetings of the board should be called only when the business to be addressed cannot 

wait until the next regularly scheduled meeting. A special meeting of the board may be called by 

the Chairman of the board or by any two board members. A call for a special meeting will state 

the business to be addressed by the board at the special meeting. Every member of the board 

must be notified of the special meetings at least 24 hours prior to the established meeting time. 

Special meetings must also follow public meeting law notification requirements. 

 

Absence from meetings 

 

When a board member is absent from three regular meetings in one year, and is not excused, it 

shall be considered “neglect of duty” and a request from the other board members to remove the 

absentee board member under ORS 565.225 will be given to the Polk County Board of 

Commissioners. 

 

Open board meetings 

 

It is the policy of the Polk County Fair Board of Directors to hold open board meetings using the 

following guidelines: 

 

• Agendas will be provided to guests at the beginning of the meeting. 

• Guests may comment to the board only at the designated “Public Comment” 

section on the agenda for items not listed on the agenda with a 3 minute 

maximum or when the board requests public comment on an agenda item. 
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• As permitted by State statute the board may elect to go into executive session. 

• Board committee meetings are not generally open to non-board members or 

designated staff except at the invitation of the committee. 
 

Closed meetings (executive session) 
 

All regular meetings of the board will be open to members and public except as specified below. 

The board will go into executive session: 
 

• To consider the employment of a Fair Manager, employee, staff member or 

individual agent. 

• To consider the dismissal or disciplining of, or to hear complaints or charges 

brought against, an executive director, employee, staff member or individual 

agent who does not require an open hearing. 

• To conduct deliberations with persons designated by the governing body to carry 

on labor negotiations.  

• To conduct deliberations with persons designated by the governing body to 

negotiate real property transactions. 

• To consider information or records that are exempt by law from public inspection. 

• To consult with counsel concerning the legal rights and duties of a public body 

with regard to current litigation or litigation likely to be filed 

• To review and evaluate the employment-related performance of the Fair Manager, 

employee or staff member who does not request an open hearing. 
 

 

The Chairman of the board will ask at the end of every regular meeting if there is need to meet in 

executive session pursuant to ORS 192.660 

 

No executive session may be held for the purpose of taking any final action or making any final 

decisions.  
 

Meeting agenda packet 
 

Meeting agendas will be developed by the Fair Manager and approved by the board Chairman. 
 

All board members will have an opportunity to request items be placed on the agenda prior to the 

board meeting. 
 

Polk County Fair Board meeting agenda will approximate the following outline: 
 

• Call to order by the Chairman or other residing officer. 

• Consideration, correction and approval of minutes of the previous meeting 

• Public Comment for items not on the agenda 

• Tenant/Partner Comment for items not on the agenda 

• Correspondence 

• Consideration and acceptance of the financial report 

• Fair Manager report 

• Unfinished business 
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• New business 

• Add ons 

• Adjournment 

 

All rules for calling meeting and notification of board members as spelled out in other section of 

this manual will apply. All rules for conduct of meetings will be kept. 

Minutes of the meeting will be kept. Minutes will be reviewed and adopted by the board at the 

next regularly scheduled board meetings. 

 
 

Staff attendance at board meetings 
 

It is the policy of the Polk County Fair Board to hold the Fair Manager accountable for 

operations and management accordingly the Fair Manager may invite any staff to the board 

meeting.  
 

Voting 
 

All members of the Polk County Fair Board who are present when a question is put will vote 

upon the question unless excused by the other members present or unless disqualified by conflict 

of interests. Results of the vote will be recorded. 
 

Voting on all motions will be by voice unless requested otherwise by a member of the board, at 

the direction of the Chairman or required by these policies. 
 

The Chairman shall have the right to vote if he/she is part of the quorum or in those 

circumstances where a tie vote exists, unless otherwise directed by a majority of the board in 

writing. 
 

Minutes of the board meeting 
 

Records of all actions of the board will be set forth in the minutes of the meeting. Minutes will 

be kept on file as the official record of the Polk County Fair Board. 
 

The Fair Manager will be custodian of the minutes. 
 

Minutes of the meeting are a record of the actions of the board, not a detailed record of 

discussion. Minutes of the Polk County Fair Board will include: 
 

• The date, time and place the meeting was called to order. 

• The type of meeting -- regular, special or continued. 

• The names of those board members present and the names of those board 

members absent from the meeting. 

• The exact wording of all motion, whether passed or failed. 

• Disposition of each motion made – passed or failed. Number of voting for and 

number voting against will be recorded. No views, protests or explanations from 

board members against will be recorded in the minutes unless the full board votes 

to allow such entries. 

• Notification that the minutes from the previous meeting were reviewed and 

approved by the board. 
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• Notification that financial reports were reviewed and approved by the board. 

• Notification of time of adjournment of the meeting. 
 

Parliamentary authority 
 

Meetings of the Polk County Fair Board will be governed by the parliamentary rules as outlined 

in Robert’s Rules of Order, Newly Revised. 

 

 

Organizational Finance 
 

Fiscal year 

 

The Polk County Fairgrounds & Event Center fiscal year will be the first day of July to the last 

day of June. 

 

Financial management 

 

Financial resources of the Polk County Fairgrounds & Event Center are the responsibility of the 

board of directors. The board will: 

 

• Have a clear plan for acquisition of financial resources to pay for the programs and 

services provided. 

• Provide guidelines for management and allocation of financial resources which will 

produce optimum benefit for those we serve. 

• Monitor and evaluate the financial plans and guidelines to ensure the financial integrity 

of the Polk County Fairgrounds & Event Center. 

 

Budgeting 

 

An annual operation budget will be prepared by the Fair Manager and the Finance Committee 

and presented to the board for approval prior to the beginning of the next fiscal year. The budget 

will reflect the cost of carrying out the programs and services for the next fiscal year. This 

budget will reflect the anticipated revenues of the Polk County Fairgrounds & Event Center. 

 

The budget will be viewed by the board as their financial plan and approval of the budget by the 

board will be authority for the Fair Manager to manage the Polk County Fairgrounds & Event 

Center’s finances according to the plan without seeking further approval of the board. However, 

the Fair Manager will keep the board well informed of the ongoing status of the financial plan 

and will not make expenditures outside of the budget plan without seeking board approval to 

amend the budget. Amendments to the budget will be presented to the board for approval and 

then to the Board of Commissioners for approval. 

 

Accounting 
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The accounting system used by the Polk County Fairgrounds is directly tied to Polk County. 

Vouchers will be: 

 

• Prepared in a timely matter 

• Checked for accuracy 

• Checked for proper coding 

• Adhere to policy prior to submittal to fiscal service for payment 

• Vouchers must be submitted within one week of receiving. 

 

All vouchers will be signed by the Fair Manager, in the absence of the Fair Manager the Chair or 

Vice-Chair may sign. The vouchers will then be taken to the County Treasurer, checked for 

accuracy and proper coding. The vouchers will be taken to the Board of Commissioners for 

approval signature. A yearly audit will be done at the same time as the County audit.  
 

Financial reports 
 

Reports reflecting the financial condition of the Polk County Fair & Event Center will be 

presented to the board monthly. These financial reports will include: 
 

• Monthly review of revenue and expense statement for the month and year-to-date 

with comparison to the budget 

• Budget summary 
 

Executive limitation 
 

The Fair Manager may not risk financial losses to the Polk County Fairgrounds & Event Center 

beyond those that may occur in the normal course of business. The Fair Manager will to his/her 

best ability: 
 

• Ensure against embezzlement and against liability losses (to board members, 

organization or staff) beyond the minimally acceptable prudent level. 

• Ensure that facilities and equipment are properly maintained. 

• Limit exposure of the Polk County Fair Board or staff to claims of liability 

• Disburse funds only under controls sufficient to meet the County appointed 

auditor’s standards. 

• Ensure off-site backup of all computer and other financial records necessary for 

the uninterrupted operation of the Polk County Fairgrounds & Event Center. 
 

Spending authorizations 
 

The Fair Manager may make expenditure consistent with the board approved budget without 

further board approval. However, expenditures that are not within the board approved budget 

must be formally approved by the board of directors. 
 

A list of anticipated major capital expenditures should be included with the annual budget that is 

submitted to the board for approval. 
 

Non-budgeted emergency repairs to the facilities or equipment that must be completed 

immediately and cannot be practically submitted to the board for approval may be authorized by 
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the Fair Manager. The board of directors will be informed of the expenditures as soon as 

possible. 
 

Insurance/bonding protection of the board 

 

The Polk County Commissioners or County Administrator shall recommend to the board  

appropriate insurance protection. The Fair Manager will review it yearly and make sure all new 

board members names are placed on the appropriate paperwork.  

 

Employment Policies 
 

Chain of command 

 

The Polk County Fair Board believes strongly in the chain of command: 

 

Board 

◊ 

Fair Manager 

◊ 

Employees 

 

The board is concerned about the needs and success of the staff and will work through the chain 

of command to facilitate the success of all Polk County Fairgrounds & Event Center staff. 

 

The board expects all staff to respect and follow the chain of command when registering 

complaints, making suggestions and in any other way communicating with the board about the 

business of the organization.  

 

The board expects all board members to respect and follow the chain of command when 

communicating with staff about the business of the organization. Board members will not take 

complaints, suggestions, requests or demands to the staff except through the Fair Manager. When 

a board member receives a complaint or suggestion from a staff member other than the Fair 

Manager, the board member will remind the staff member of this board’s policy about following 

the chain of command. The board member will also report staff communication to the Fair 

Manager. 

 

Employee complaint policy 

 

All employees will follow the complaint policy as stipulated in the Polk County Fairgrounds & 

Event Center personnel rules. Rule 11, 11.1 – 11.4.6 

 

Personnel policies 

 

Appropriate and complete personnel policies will be adopted by the Board of Directors. The Fair 

Manager will work with the County Human Resource Director to ensure accuracy and 

completeness. 
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Personnel policies are published in a separate Personnel Policy Manual. All employees will be 

given a copy of the most recent and updated Personnel Policy Manual and will sign 

acknowledgement of such receipt. 

 

Implementation and administration of all personnel policies are the responsibility of the Fair 

Manager. 

 

 

Professional membership 

 

The board recognizes the importance of employees staying current in the fields related to their 

employment and the importance of maintaining professional status. Therefore the Polk County 

Fair Board may pay for the cost of professional memberships for employees within the limits of 

the budget and provided such membership is in the best interest of the organization. 

 

Equal employment opportunity/affirmative action 

 

All employment decision and personnel actions will be administered with the purpose of 

promoting and ensuring equal opportunity for all persons. 

 

All hiring and promotional decisions will be made on the basis of valid, written job requirements 

set for in the appropriate position description or vacancy posting. 

 

Safety and loss control 

 

The Polk County Fairgrounds & Event Center is committed to maintaining safety in its 

operations, on its property and in the delivery of programs and services. 

 

The Fair Manager will provide for and actively promote ongoing safety and loss control training 

for all employees. The Fair Manager will institute procedures, where necessary, to ensure the 

safety of the work environment and will provide appropriate equipment to employees sufficient 

for the performance of their duties. 

 

Accidents and losses due to accidents will be reported immediately to the Fair Manager. The Fair 

Manager will report all accident and losses to the board, County Human Resource Director and 

the County Administrative Officer. 
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References for employees leaving the Polk County Fairgrounds & Event Center 

 

It is the policy of the Polk County Fair Board that no employee or board member of the Polk 

County Fairgrounds & Event Center will provide performance references for/about former 

employees. 

 

When requests for such references are received, with appropriate releases from the former 

employee, they will be referred to the Fair Manager who will provide the requesting party only 

the dates of employment for the former employee and a copy of this policy statement. 

 

 

Board Officers 
 

Officers of the board will be Chair and Vice-Chair elected by a majority vote of the board.  

 

The Chair of the board will: 
 

• Collaborate with the Fair Manager to prepare board meeting agendas. 

• Preside at board meetings.  

• Appoint committee and committee chairperson. 

• Sign official documents requiring signature. 

• May represent the board in public and official capacities as instructed by the 

board. 

• Make special assignments for committees. 

• Act as liaison between board and Fair Manager 

• Encourage the board to do long-range planning 

• Assist board members to build their board skills 

• Act to discipline board members who violate ethical standards of the board. 

• Encourage all board members to participate in board activities 

• Ensure that all board members’ views are represented in board meetings. 

• Appoint a board member or employee as Secretary when the Fair Manager is 

absent. 
 

The Chair shall have the right to vote if he/she is part of the quorum or in those circumstances 

where a tie exists. Unless otherwise directed by a majority of the board in writing. 
 

The Vice-Chair will preside at board meetings in the absence of the Chair and have the same 

duties as the Chairman when filling in for the absence of the Chair. 
 

Appointments, terms and vacancy 
 

Officers shall be elected by the Polk County Fair Board during the January meeting, and serve 

from January thru December. 
 

A vacancy in any office because of death, resignation, removal, disqualification or otherwise 

shall be filled by the Polk County Fair Board at the next regular meeting and/or special meeting 

for the remaining unexpired term. 
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If a board member is unable to attend the meeting, they may cast their vote prior to the elections 

by proxy. 
 

Resignations and removal of officers 
 

An officer may resign at any time by giving written notice to the Polk County Fair Board and the 

Polk County Board of Commissioners. 

 

An officer can be removed from office for cause by the majority vote of the Polk County Fair 

Board. 

Committees of the Board 
 

The board by majority vote may designate board committees each of which shall consist of 2 

members. Board committees shall have and exercise only the direction given to them by the Polk 

County Fair Board. 

 

Finance Committee 

 

The Finance Committee shall make recommendation to the Polk County Fair Board in reviewing 

all financial procedures used by the Polk County Fair Board. Notwithstanding any other 

provision of law relating to the disbursement of county fair moneys from the county treasury to 

make recommendation to the Polk County Fair Board for improvement and efficiencies of our 

budgetary matters. 

 

The Finance Committee will meet with the Fair Manager to prepare and present the budget to the 

board yearly. 

 

Personnel Committee 

 

The Personnel Committee shall make recommendations to the Polk County Fair Board in regards 

to establishing, maintaining and review of all board policies, personnel rules and procedures. 

 

The Personnel Committee will meet with the Fair Manager to do the yearly employee 

evaluations and report back to the board. The committee will also meet when the Fair Manager 

requests a meeting to deal with personnel issues that occasionally arise. 

 

Superintendent/Entertainment 

 

This committee shall make recommendations to the Polk County Fair Board in regards to 

appointing Superintendents and hiring entertainment. 

 

This committee will meet with the Fair Manager at least once a year and will make every effort 

to attend the Oregon Fair Association Convention in January to see new entertainment choices. 

 

Board Liaisons 
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The Chair of the board will appoint board liaisons to partner groups from necessary. 

 

Polk County Fair Foundation 

 

This organization is a 501 (c) (3) tax exempt community based foundation. Its purpose is to 

support the development and maintenance of the Polk County Fairgrounds & Event Center. 

 

This organization typically meets the third Tuesday of the month from 11:30am – 1:00pm at the 

fairgrounds in meeting room #1. 

 

Polk County Fair Improvement Association 

 

This organization is a 501 (c) (3) tax exempt community based Association. Its purpose is to 

raise funds to make needed improvements to provide a better facility. 

 

This organization typically meets the Tuesday before the Fair Board meeting, every other month. 

Meeting are every two weeks the month for their Annual Dinner Auction. Meetings are at 

7:00pm at the fairgrounds in meeting room #1. 

 

Polk County Livestock Association 

 

This organization is incorporated as an Oregon Nonprofit Corporation and is IRS tax-exempt. 

 

The Association sponsors the Polk County 4-H/FFA Market Program to help educate youth on 

the effective methods to market and care for their animals. 

 

They hold 2 major weigh-ins and 2 – 4 additional minor ones. They put on the buyer’s dinner 

Saturday of the Fair and the Livestock Auction Saturday night of the Fair. 

 

This organization sets their meeting schedule at their January business meeting every year. 

 

 

PECAN – Polk Extension Citizens Advisory Network 

 

The purpose of this group is to advise Extension, the District Board of Directors (Polk County 

Commissioners) and District Financial Officer on how resources are allocated and people served 

in the county, and advocate on behalf of the Extension Service in Polk County 

 

They hold quarterly meetings (January, April, July, and October) from 6:30pm – 8:30pm at the 

Extension Office. 

Polk County Fairgrounds & Event Center Facilities 
 

The board recognizes the need by the community for adequate spaces for meetings and programs 

of various groups and organizations, and the responsibility of the Polk County Fairgrounds & 

Event Center as a good corporate citizen to help meet this need. Therefore, it is the policy of the 
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Polk County Fair Board to allow limited use of the Polk County Fairgrounds & Event Center 

facilities by community organizations and groups. 

 

Conflict of usage 

 

Individual, groups or organizations may be given permission to use the Polk County Fairgrounds 

& Event Center facilities upon recommendation by the Fair Manager and approval by the Board 

of Directors. 

 

Requests for use of the facilities for other than Polk County Fairgrounds & Event Center 

business will not be granted until it is clear that such use will in no way hinder the full use by the 

Polk County Fairgrounds & Event Center. A calendar of approved requests will be maintained to 

avoid scheduling conflicts. 

 

Accountability for proper and safe usage 

 

Requests must be made in writing by one person, representing a group or organization who will 

be obligated to the Polk County Fairgrounds & Event Center for the safe and proper use of the 

facilities. 

 

Individuals belonging to a group whose request is approved will be required to comply with the 

security procedures which are established by the Polk County Fairgrounds & Event Center when 

using the facilities. 

 

A record will be maintained of each request received showing the name of the individual, group 

or organization requesting use of the facilities, the date and hours of use. 

 

Eligibility of users 

 

The board, through the provisions of this policy authorizes the use of the facilities as outlined 

below: 

 

• Individuals may request the use of facilities for and on behalf of a group or 

organization, but may not use any facilities for private use. 

 

Groups and organizations such as the following may be granted use of the facilities: 

 

• Local or State Government 

• Educational organizations – 4-H, FFA 

• Agricultural related groups or organizations 

• Emergency or disaster operations 

Board Member Job Description 
 

Board members are responsible for determining Polk County Fairgrounds & Event Center policy 

in human resources, planning, finance, community relations and organizational operations. 
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Human Resources – board members have three key responsibilities in this area: 

 

1. Board membership, which includes recruiting new board members, recognizing 

opportunities and nurturing existing board members and providing existing board 

members with  opportunities to grow and develop as leaders; 

2. Fair Manager oversight, which includes hiring, termination, disciplining and ongoing 

evaluation of the Fair Manager. 

3. Personnel policies, which includes policies relating to the Fair Manager  

employment and ensuring that the Fair Manager has complete and up-to-date policies in 

place for management of staff. 

 

Planning – Board members have three key responsibilities in this area: 

 

1. Establish and reviewing of the Polk County Fairgrounds & Event Center mission, 

philosophy and goals; 

2. Planning which services/programs to provide and; 

3. Evaluating the services/programs and operations on a regular basis. 

 

Finance – Board members have three key responsibilities in the area: 

 

1. Ensuring financial accountability of the Polk County Fairgrounds & Event Center; 

2. Overseeing an ongoing process of budget development, approval and review; 

3. Ensuring that adequate funds are available to support the Polk County Fairgrounds & 

Event Center’s policies and programs. 

 

Community Relations – Board members have three key responsibilities in this area: 

 

1. Ensuring that the Polk County Fairgrounds & Event Center’s programs and services 

appropriately address the needs of those we serve; 

2. Advocating for the Polk County Fairgrounds & Event Center’s services/programs which 

includes an awareness that board members are always emissaries of the Polk County 

Fairgrounds & Event Center in the community; and 

3. Cooperative action which includes determining occasions when the Polk County 

Fairgrounds & Event Center could/should take part in coalitions, joint operations, etc. 

 

Organizational Operations – Board members have four key responsibilities in this area: 

 

1. Ensuring that the Polk County Fairgrounds & Event Center management systems are 

adequate and appropriate; 

2. Ensuring that the board’s operations are adequate and appropriate, which includes 
writing policies for conduct of meetings and operations of board business; 

3. Ensuring that organizational and legal structure are adequate and appropriate; 
4. Ensuring that the Polk County Fairgrounds & Event Center and its board members meet 

all applicable legal requirements. 

 

Performance expectations for board members 
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In performing duties as a member of the Polk County Fair Board every board member is 

expected to: 

 

• Demonstrate a strong belief and commitment to the Polk County Fairgrounds & 

Event Center mission. 

• Devote the time to prepare and participate in board and committee meetings. 

• Exhibit high ethical standard and integrity in all board actions. 

• Be an enthusiastic advocate for the Polk County Fairgrounds & Event Center. 

• Take responsibility and accountability for the Polk County Fairgrounds & Event 

Center and all decisions made by the board. 

• Spend the time necessary to learn how to do the job and maintain an ongoing 

schedule of in service to learn how to do the job better. 

• Demonstrate willingness to work as a team member with other Board Members 

and the Fair Manager. 

 



EMPLOYMENT AGREEMENT 

FOR FAIRGROUNDS MANAGER 

 This Agreement is made between the POLK COUNTY FAIR BOARD, hereinafter referred to as 

“POLK” and                               hereinafter referred to as “EMPLOYEE.” 

RECITALS 

 Whereas, POLK is engaged in the business of the operation and maintenance of a fairgrounds, 

known as the Polk County Fairgrounds, located in Polk County, State of Oregon; and 

 Whereas, The employment of the EMPLOYEE as Manager is a unique and different type of 

employment from any and all other employees of Polk County and therefore the employment of the 

EMPLOYEE shall require specifications of duties, responsibilities and benefits to which the EMPLOYEE 

is entitled; 

 NOW THEREFORE, for the reasons set forth above and in consideration of the mutual promises 

and agreement hereinafter set forth, POLK and the EMPLOYEE agree to the following terms and 

conditions of employment and that the terms and conditions are applicable to the EMPLOYEE. 

SECTION I – EMPLOYMENT 

 POLK hereby employs, engages and hires the EMPLOYEE as the manager to perform all of the 

designated duties as set forth in the job description attached hereto as Exhibit “A” and the work plan 

attached hereto as Exhibit “B” and by this reference incorporated herein, and the EMPLOYEE hereby 

agrees to and accepts such hiring, engagement and employment, subject to the general supervision by and 

pursuant to the orders, advice and direction of POLK, or its designee.  The EMPLOYEE shall perform such 

other duties as are customarily performed by one holding such position in other, the same or similar 

Manager positions or enterprises and shall also additionally render such other and unrelated services and 

duties as may be assigned to the EMPLOYEE from time to time by POLK or its designee. This position is 

“at-will”. Upon signing below EMPLOYEE acknowledges and consents to “at-will status”. 

 

SECTION II – BEST EFFORTS OF THE EMPLOYEE 

 EMPLOYEE agrees that she will at all times faithfully, industriously and to the best of her ability, 

experience and talents, perform all of the duties as may be required of her pursuant to the expressed and 

explicit terms hereof, to the reasonable satisfaction of POLK.  Such duties shall be performed at the Polk 
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County Fairgrounds located at Rickreall, Oregon, and at such other places, as POLK shall in good faith 

require. 

 

SECTION III – TERMS OF EMPLOYMENT 

 The term of this Agreement shall commence upon its execution and terminate on    December 31, 

2015     .  This Agreement also may be terminated pursuant to Section IX of this Agreement.  This 

Agreement shall be reviewed in    November 2015   to determine if renewal or modifications are deemed 

necessary and appropriate. 

SECTION IV – COMPENSATION OF EMPLOYEE 

 POLK shall pay the EMPLOYEE and the EMPLOYEE shall accept from POLK in full payment 

of the EMPLOYEE’s services hereunder, compensation in the amount of $               per year  

($                  per month) (effective July 1, 2015) Compensation is to be payable monthly on the last 

workday of each month while this Agreement is in force.  EMPLOYEE shall have the opportunity to 

receive an incentive bonus pursuant to criteria developed by POLK.  The criteria set forth by POLK shall 

be attached to this Agreement as Exhibit “C” once they are developed and agreed upon. 

SECTION V – RECOMMENDATIONS FOR IMPROVING OPERATIONS 

 The EMPLOYEE shall make suggestions and recommendations to POLK from time to time 

regarding methods for improving operations at the fairgrounds. 

SECTION VI – EMPLOYEE’S INABILITY TO CONTRACT FOR POLK 

 Notwithstanding anything contained herein to the contrary, EMPLOYEE shall not have the right 

to make any contracts or commitments for or on behalf of POLK without first obtaining the consent of 

POLK, or its designee. 

SECTION VII – BENEFITS 

 In addition to the monetary benefits set forth herein, the EMPLOYEE shall be entitled to the 

following benefits in lieu of any other benefits.  The benefits set forth in this Agreement are the only 

benefits extended to the EMPLOYEE, subject to modification as set forth in the Agreement. 

 The benefits are as follows; 

1.  Vacation.  EMPLOYEE shall be allowed to accrue vacation leave as provided in the personnel 

rules of Polk County.  The scheduling of vacation shall be subject to POLK approval. 
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 2.  Work Schedule.  EMPLOYEE shall work a minimum of forty (40) hours 

per week consistent with the operational needs of the fairgrounds.  (Flex time will be given during slower 

weeks.) 

 3.  Sick Leave.  EMPLOYEE shall be allowed to accrue sick leave as provided in the personnel 

rules of Polk County. 

 4.  Overtime.  EMPLOYEE shall not be entitled to any overtime for services performed under this 

Agreement.  In lieu of overtime, the EMPLOYEE is entitled to twelve (12) personal leave days to be used 

during the term of this Agreement and subject to POLK approval for scheduling purposes.  There will be no 

compensation for any such personal leave remaining unused upon termination of this Agreement. 

 5.  Public Employees Retirement System.  EMPLOYEE shall be entitled to all benefits of the 

Public Employees Retirement System as provided to all non-represented Polk County employees subject to 

the Polk County Personnel Rules. 

 6.  Insurance Benefits.  EMPLOYEE shall be entitled to all medical, dental and life insurance 

benefits that are available to all other non-represented Polk County employees pursuant to the Polk County 

Personnel Rules. 

 7.  Merit Increases.  EMPLOYEE shall be entitled to merit increases only  

as may be determined by POLK. 

8.  Leave of Absence Without Pay.  EMPLOYEE shall not be entitled to 

a leave of absence without pay except as specifically agreed to by POLK or its designee. 

9.  Workers  Compensation.   EMPLOYEE shall   be   provided   Workers 

Compensation as regularly provided to all employee of Polk County.  Other than 

the benefits set forth herein, the EMPLOYEE shall not be entitled to any benefits regularly provided to 

Polk County employees.  It is agreed and understood that the basis for not furnishing those benefits to the 

EMPLOYEE is the EMPLOYEE’s unique work situation in serving as Manager, which requires unique 

responsibilities. 

SECTION VIII – MORALS CLAUSE 

 The EMPLOYEE agrees to refrain from any conduct deemed to be an offensive moral turpitude.  
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SECTION IX – TERMINATION. 

a.  Anything herein contained notwithstanding, in the event that POLK shall discontinue the 

operation of a fairgrounds, this Agreement shall terminate upon the last day of the month in which POLK 

ceases operation of such fairgrounds. 

 b.  This Agreement may be terminated without cause by either party upon thirty (30) days’ written 

notice to the other.  If POLK shall so terminate this Agreement, the EMPLOYEE shall be entitled to 

compensation for an additional thirty (30) days. 

 c.  Termination for cause.  In the event of violation by the EMPLOYEE of any terms of this 

Agreement, or for misconduct or inefficiency, POLK may terminate employment without notice and with 

pay only to the date of such termination. 

 For the purposes of this Agreement, 

  (1)  Misconduct is defined as a course of wrongful conduct by the EMPLOYEE which 

may reasonably be expected to bring discredit upon either POLK or the fairgrounds, or both, or which does 

in fact cause injury to either POLK or the fairgrounds, or both.  The misconduct must be intentional on the 

part of the EMPLOYEE. 

  (2)  Inefficiency is defined as the inability of the EMPLOYEE to discharge the duties of 

the position to POLK’s satisfaction even though at all times she faithfully, industriously and to the best of 

her ability tried to perform the duties as required in Section II. 

 d.  If funding to the Polk County Fairgrounds from Federal, State or other sources is not sufficient 

to permit payment for her services, EMPLOYEE shall be given a minimum of fourteen (14) days’ notice 

prior to termination.  POLK will attempt to give more notice when possible. 

SECTION X – MODIFICATION OF CONTRACT 

 No waiver or modification of this Agreement or any other of the covenants, conditions or 

limitations herein contained shall be valid unless in writing and duly executed by the party to be charged 

herewith and no evidence of any waiver or modifications shall be offered or received in evidence of any 

proceeding, arbitration or litigation between the parties arising out of or affecting this Agreement, or the 

rights or the obligations of the parties hereunder, unless such waiver or modification is in writing, duly 

executed as stated herein, and the parties further agree that the provisions of this Section may not be waived 

except as herein set forth. 
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SECTION XI – SEVERABILITY 

 All agreements and covenants contained herein are severable and in the event that any of them 

shall be held invalid by any competent Court, this Agreement shall be interpreted as if the invalid 

agreements or covenants were not contained herein.  This provision notwithstanding, in the event that either 

Section I or Section IV hereof shall be found to be invalid by such Court, those Sections shall be amended 

to remove the cause of the Court’s finding of invalidity. 

 IN WITNESS WHEREOF, the parties have executed this Agreement at 

Rickreall, Oregon, on this _______ day of ________________________. 

 EMPLOYEE     POLK COUNTY FAIR BOARD 

_______________________   __________________________ 

       __________________________ 

       __________________________ 

       __________________________ 

       __________________________ 

       __________________________ 

       __________________________ 

 

Attached Exhibit A – Job description 

Attached Exhibit B – Work plan 
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