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ABOUT THIS POLICY 
To support efforts to control the spread of the COVID-19 virus and prioritize the health and safety of Metro 
employees, paid time and vaccine documentation must be implemented. 

Guidelines in this, and other COVID-19 policies, are intended to protect both individual employees, groups 
of employees, and any visitors, guests or other people around them. At this time, Metro will not require 
employees to receive a vaccine once one has been made available to them. However, Metro strongly 
encourages anyone who has access to a vaccine, receive one to protect themselves. 

This policy is based on current guidance from public health officials. As the public health crisis continues, 
new information may emerge. This policy is subject to change. 

APPLICABLE TO 
All employees including regular status, variable hour and temporary employees, paid and unpaid interns, 
and volunteers.  

GUIDELINES 

Paid time for COVID-19 vaccination 
All Metro employees will be provided paid time to receive a COVID-19 vaccination dose or doses when they 
are made available to them. This includes the time to travel to and from and while at the vaccination clinic. 
Paid time will generally be provided for 4 hours per dose. Circumstances in which the time to receive a 
vaccine exceeds 4 hours will be approved on a case-by-case basis by the employee’s supervisor. 

Vaccine availability is such that advance notice may not be feasible for planning and scheduling purposes 
and receipt of vaccination may occur on any day of the week, including Saturday and Sundays. Supervisors 
will prioritize employee access and provide time away from work duties for vaccination purposes including 
adjusting schedules or reducing operations.  
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Employees who are non-exempt and work hourly may be provided pay at their overtime rate in instances 
where schedules cannot be adjusted to accommodate time for vaccination within a 40-hour work week. 
Metro’s current work week is Monday through Sunday. Supervisors should make an effort to schedule the 
employee for a 40 hour work week including the vaccine time.  

In most instances an employee receiving the vaccine during their scheduled work hours should be able to 
get the vaccine appointment completed within 4 hours.  If their vaccine appointment does not take a full 4 
hours, but it is not feasible for them to return for the rest of their shift, then they should still be paid for the 
full 4 hours. For example: If an employee is scheduled for an 8 hour shift, works 4 hours and then leaves for 
their vaccine which takes 3 hours to complete, and it is deemed unnecessary for them to return to work for 
the remaining one hour, then the employee should be paid for their full, scheduled shift. If a vaccine 
appointment takes longer than 4 hours, the supervisor should consult with Human Resources.  

Proof of vaccine documentation is not required to receive the paid time. 

Paid time and paid leave guidelines under this policy cannot be applied prior to the effective date of this 
policy and are not applicable to volunteers or unpaid interns.   

Variable-hour status employees will have access to paid time if they have been scheduled for work within 
an eight week period before or after they get the vaccine.   

This policy will be effective retroactive to March 1, 2021.  

Leave for post-vaccination recovery 
Some employees may experience moderate symptoms after receiving a COVID-19 vaccine dose. Employees 
may use paid leave the day of and after receiving a vaccine dose. COVID-19 temporary emergency leave is 
available if it has not already been used. 

COVID-19 vaccine documentation 
All employees, volunteers, interns and unpaid interns who receive the vaccine shall provide a photo or scan 
of new or updated COVID-19 vaccination card to the secure file sharing link provided at 
oregonmetro.gov/covid-19, under Vaccine documentation. Vaccination records will be considered sensitive 
and the information will be recorded in Metro’s employee records software and systems. Employees who 
choose to receive the vaccine will not be subject to discipline for a failure to provide documentation of the 
vaccination to Metro. 

Case notification, vaccination and potential or confirmed exposure to COVID-19 
Any employees, volunteers, interns and unpaid interns who have already received the vaccine may be able 
to have a COVID-19 quarantine and/or isolation period waived. Vaccination documentation will be 
required for this waiver. Quarantine or isolation waivers must be provided in writing by Metro’s 
designated safety manager(s) or staff for this task. 

Vaccines may have different time periods between doses, or after doses before an immunity to, or 
increased protection from COVID-19 is achieved. Those who receive the vaccine must continue to follow 
the COVID-19 Case notification policy and seek guidance from the risk management team if quarantine 
and/or isolation can be waived. 

Continued adherence to COVID-19 safety precautions 
All employees, volunteers, interns and unpaid interns who receive a vaccine will continue to follow state, 
regional, OSHA and Metro COVID-19 safety precautions including the use of face masks, physical distancing, 
gathering size limits and personal hygiene practices such as frequent hand washing.  
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RESPONSIBILITIES 

Employees 
• Follow procedures outlined in this policy. 

• Contact supervisors or designated safety coordinators with concerns and to report any observed 
violation of this policy. 

• Notify supervisor of any additional resources needed to follow guidelines and procedures or any ways 
that may improve relevant processes and procedures. 

Supervisors 
• Support regional and organizational efforts to provide vaccinations to employees by approving time 

away from work, adjusting schedules or reducing operations as required. Efforts should be made to 
accommodate vaccines in a 40 hour work week before approving overtime. 

• Follow timekeeping procedures for applying paid time for vaccinations and any needed paid leave for 
recovery. 

• Forward any reports of or observed violations of this policy to direct supervisor or manager. 

• Ensure employees understand whistleblower protections and Metro’s commitment against retaliation 
for making a complaint or identifying concerns. 

• As required, provide information on resources, supplies and other materials in alternate languages. 

Incident management team/Safety and risk management division 

• Develop resources, training and communication materials as required to support implementation and 
compliance of this policy. 

• Continue coordination with regional public health and medical providers to make vaccination 
opportunities available for Metro employees when appropriate based on Oregon Health Authority 
guidelines. 

• Administer the COVID-19 case notification policy and procedure. Advise employees if their COVID-19 
quarantine or isolation period can be waived. 

Department directors 
• Respond effectively to infractions of this policy to reduce future risk and create a safer workplace. 

• Ensure implementation, communication of and adherence to policy with all direct reports. 

REFERENCES 
Existing Metro COVID-19 policies 
https://www.oregonmetro.gov/covid-19 

Oregon Health Authority COVID-19 resources 
https://govstatus.egov.com/OR-OHA-COVID-19 

Oregon Health Authority COVID-19 Vaccine in Oregon 
https://covidvaccine.oregon.gov 

https://www.cdc.gov/
https://govstatus.egov.com/OR-OHA-COVID-19
https://covidvaccine.oregon.gov/
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