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Welcome- Welcome to the Indiana State Fairgrounds & Event Center’s family of
employees. As a member of the Indiana State Fair Commission (ISFC) staff, you are
an extremely important part of a very special team. You set the stage for
extraordinary State Fair excitement! You put the fun in one of the largest and best
state fairs in the country. We hope that you enjoy your work at the Indiana State Fair!

Everyone. Every Day.- From the Executive Team to front-line employees and
everyone in between, we first consider the guest experience in all that we do.
Citizens of Indiana and visitors to the greater Indianapolis area have many options on
how to spend their time and entertainment dollars, and our focus on the guest will
position this institution for uninterrupted success. Toward this effort, staff have
worked together to create our Shared Purpose and Defined Behaviors.

Common Purpose:
We intentionally create exceptional experiences for making memories and building
traditions rooted in agriculture, youth and entertainment for everyone, every day.

iCARE Defined Behaviors:

| am: Intentional
Committed
Accountable
Remarkable
Efficient

| am Intentional:
Every day, | will:
¢ Have a non-negotiable commitment to safety
e Treat every guest like a friend by projecting my best attitude
e Be obsessed with an uncompromising standard of cleanliness

| am Committed:
Every day, | will:
e Say something if | see something
e Comply with all required safety trainings and follow all safety guidelines
e Exhibit a genuine interest in others’ concerns and find a solution

| am Accountable:
Every day, | will:
e Ask myself, “Is this the safest way?”
e Take pride in representing the brand of the ISFEC and being show-ready
e Pick it up and put it away
e Show respect and courtesy to everyone

| am Remarkable:
Every day, | will:
¢ Be aware of my surroundings and possible hazards and report or correct
any concerns
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e Deliver extraordinary service and leave a lasting impression
¢ Aim to have a positive impact on my teammates through my words,
actions and communication

| am Efficient:
Every day, | will:
e Be ready to report an incident and to assist and follow instructions from
public safety officials
e Continuously improve the Indiana State Fair experience
e Create an environment of teamwork

Vision and Mission-

Vision: To be the best state fair in the country and a premier year-round gathering
space that hosts a wide range of activities to create life-long memories for our
guests.

Mission: To drive community and economic impact to preserve and enhance the
annual Indiana State Fair and Indiana State Fairgrounds for the benefit of all.

Introduction- This Seasonal Employee Handbook describes the personnel guidelines
and procedures that govern the employment relationship between the Indiana State
Fair Commission (ISFC) and its seasonal employees. The information in this
handbook is subject to change at any time at the discretion of the ISFC. This
handbook supersedes any prior handbooks or written procedures of the ISFC that
are inconsistent with its provisions.

This handbook does not create a contract of employment between the ISFC and its
employees. Employment is not for any specific time and may be terminated at-will,
with or without cause and without prior notice by the ISFC, or you may resign for any
reason at any time. No manager, director or representative of the ISFC other than the
Executive Director has the authority to enter into any agreement for employment for
any specified period or to make any agreement contrary to the above.

Equal Employment Opportunity- The ISFC is committed to providing equal
employment opportunity in all aspects of employment. Employment decisions are
made without regard to race, color, religion, national origin, sex, age, disability
(physical or mental), genetic information, or any other status protected by applicable
federal, state, or local law. The ISFC prohibits discrimination and harassment in all
employment practices, including recruitment, hiring, promotion, compensation,
benefits, training, discipline, and termination. All processes, practices, and
procedures are regularly reviewed to ensure alignment with our commitment to
equal employment opportunity.

Any employee or applicant who believes they have experienced or witnessed
discrimination, harassment, or retaliation should promptly report the concern to
Human Resources or any member of management. Reports will be handled as
confidentially as possible and investigated thoroughly and promptly. Retaliation
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against any individual for reporting a concern or participating in an investigation is
strictly prohibited. Any employee found to have violated these guidelines or engaged
in retaliation will be subject to disciplinary action, up to and including termination of
employment.

Disability Accommodations- The ISFC is committed to complying with all applicable
provisions of the Americans with Disabilities Act (ADA), as amended. The ISFC does
not discriminate against qualified applicants or employees on the basis of a physical
or mental disability. The ISFC will engage in a timely, good-faith interactive process
with applicants and employees who request reasonable accommodations to enable
them to perform the essential functions of their position or to participate in the
application process. Reasonable accommodations will be provided unless doing so
would create an undue hardship for the ISFC or pose a direct threat to the health or
safety of the individual or others. Applicants or employees requesting an
accommodation may be asked to provide appropriate documentation regarding the
disability and functional limitations. All medical information will be maintained in
accordance with applicable confidentiality requirements. Employees or applicants
who have questions or who wish to request a reasonable accommodation should
contact Human Resources.

Seasonal Employment Status- Seasonal employment is defined as service performed
for an approved seasonal employer for a period of fewer than 26 weeks. The ISFC
employs several hundred seasonal employees in support of the annual Indiana State
Fair. The ISFC maintains this separate employee handbook for seasonal employees.

State Ethics Code- The ISFC follows the laws and rules created by the State Ethics
Commission. Brief summaries of each ethics rule appear below. For more
information, please visit https://www.in.gov/ig.

e Gift Rule: Do not accept gifts from people who want something from your
employment.

e Donor Restrictions: A person who has a business relationship with an
employee or agency should not offer the employee/agency gifts or favors.

e Honoraria: Do not accept money for any activity that is considered to be part
of your job.

e Political Activity: Do not engage in political activity during work.

e Moonlighting: Do not work in outside employment that uses state property,
time or information.

e Conflicts of Interest- Decisions and Voting/Contracts: Do not make decisions
at work or enter into a state contract which might financially benefit you.

e Additional Compensation: Do not accept additional money for doing your job
(excluding your salary) - you may not accept tips.

e Bribery: Do not give or accept compensation (excluding your salary) for doing
job duties.

e Benefit from Confidential Information: Do not benefit from or divulge
confidential information.

e Use of State Property: Do not use state property for personal reasons.

e Ghost Employment: Do not work on anything outside your official job duties.
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e Post-employment Restrictions: Do not go to work for a company that did work
for you as a state employee.
e Nepotism: Do not hire relatives.

Suggestions and Complaints- Employees are encouraged to bring questions,
suggestions, or complaints to the attention of their supervisor or Human Resources.
Suggestions and comments on any subject are valued, and employees are
encouraged to take every opportunity to discuss them openly with their supervisor
or Human Resources. An employee’s job status or working conditions will not be
adversely affected for raising concerns or providing feedback in good faith through
this process.

Recording Your Time- Employees are required to maintain an accurate record of all
time worked. Please contact your supervisor or department manager for specific
procedures. Clocking in or out on behalf of another employee, or allowing another
employee to do so on your behalf, is strictly prohibited. Any violation will result in
disciplinary action up to and including termination of employment.

Work Week- The ISFC standard workweek starts Wednesday morning and ends on
Tuesday night. Employees will be paid every two weeks on Friday.

Overtime- Overtime compensation is paid in accordance with the Fair Labor
Standards Act (FLSA). Non-exempt employees are eligible for overtime pay at one
and one-half times their regular rate of pay for all hours worked over forty (40) in an
ISFC workweek, which runs from Wednesday through Tuesday.

Pay Changes and Corrections- If you feel your pay amount or hours have been
incorrectly calculated, report this to your supervisor or Human Resources
immediately. Your supervisor must approve any changes or corrections in pay and
forward the change to Human Resources.

Workers Compensation- In accordance with Indiana’s Worker’s Compensation Act,
the ISFC provides comprehensive worker’'s compensation insurance at no cost to
employees. This coverage applies to work-related injuries or illnesses that require
medical treatment.

Employees who experience a work-related injury or illness, regardless of severity,
must report the incident to their supervisor immediately. Failure to promptly report
an injury or illness may delay or jeopardize an employee’s eligibility for worker’s
compensation benefits.

Attendance- Punctuality and regular attendance are essential functions of each
employee’s job at the ISFC and are necessary for all employees to carry out our
guest experience initiatives. Any tardiness or absence can cause problems for fellow
employees and supervisors. Employees are required to report to work as scheduled,
on time and prepared to start work. Employees also are expected to remain at work
for their entire work schedule except for break periods or when required to leave on
authorized business. Late arrival, early departure or other absences from scheduled
hours are disruptive and must be avoided.
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In all cases of absence or tardiness, employees must provide their supervisor with a
justifiable reason or explanation. Documentation of the reason may be required.
Absent extenuating circumstances, an employee must notify his or her supervisor at
least thirty (30) minutes in advance of their regular starting time on any day on
which the employee is scheduled to work and will not report to work. If you are sick,
please do not come to work. Excessive absenteeism may be grounds for disciplinary
action up to and including termination of employment.

**To report an absence, please call (317) 927-7508, select option 2, and
leave a voicemail. Thank you.**

Appearance- Our customers' satisfaction represents the most important and
challenging aspect of our business. Whether or not your job responsibilities place
you in direct customer contact, you represent the ISFC with your appearance as well
as your actions. Employees are expected to maintain the highest standards of
personal cleanliness and present a neat, professional appearance at all times. Any
employee who is provided uniforms by his or her department must wear all parts of
the provided uniform daily. Appearance guidelines or dress codes vary by
department and will be provided by your supervisor.

Safety & Health- All employees must perform their jobs in a manner that considers
their own personal safety as well as the safety of other employees and visitors to the
Fairgrounds. The ISFC will do all it can to provide a safe and healthy work
environment for all employees. Please exercise maximum care and good judgment at
all times to prevent accidents and injuries. Frequent handwashing or use of hand
sanitizer is encouraged for your and your coworkers’ health. Please report unsafe
working conditions, unsafe practices or unsafe equipment to your supervisor
immediately. “If you see something, say something”. If you are injured on the job, no
matter how slightly, report the incident immediately to your supervisor.

Any employee whose conduct or presence poses a significant risk of harm to
themselves or others will be subject to disciplinary action up to and including
termination.

Safe Work Environment- The ISFC is committed to maintaining a safe, respectful,
and secure work environment for all employees, customers, and members of the
public. The ISFC will not tolerate any conduct that threatens, intimidates, coerces,
harasses, or involves violence toward an employee, customer or member of the
public at any time including off-duty periods.

All suspicious individuals or activities, including direct or indirect acts or threats of
violence, should be reported immediately to your supervisor, any member of
management or security personnel. This includes threats or misconduct by
employees, customers, vendors, solicitors or other members of the public. Employees
should not attempt to intercede or otherwise involve themselves in situations that
are or may become intimidating, harassing, or violent. Such situations should be
reported immediately to management or security. Any employee found to have
engaged in threatened or actual violence, or other conduct that violates these
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guidelines, will be subject to disciplinary action up to and including termination of
employment.

Driving on the Fairgrounds- All ISFC employees are required to possess and
maintain a valid driver’s license in order to drive personal or ISFC-owned registered
motorized vehicles, including golf carts, on Fairgrounds property. Employees must
comply with all provisions of the ISFC’s Vehicle Use Guidelines. All employees are
subject to a pre-employment background check to verify the validity of their driver’s
license. Such checks may be conducted after employment at management’s
discretion. Employees are required to immediately notify their supervisor of any
change to the status of their driver’s license. All employees must abide by the
posted speed limit of 20 miles per hour.

Incident Reporting- All incidents occurring on Fairgrounds property must be
reported immediately to the employee’s supervisor and to Security. Incidents include,
but are not limited to, injuries to employees, contractors, or visitors; chemical spills or
hazardous material releases; or collisions or accidents involving vehicles, equipment,
or property. Security will complete an incident report documenting all relevant facts
and circumstances related to the occurrence. Management will conduct an incident
evaluation to determine the cause of the incident, including whether employee
negligence was a contributing factor and whether established safety rules and
procedures were followed. Any incident occurring on Fairgrounds property or
involving ISFC-owned equipment may be subject to post-incident substance testing,
consistent with applicable policies and law. Failure to report an incident, or causing
an incident due to negligence, may result in progressive disciplinary action, up to and
including termination of employment.

Appropriate Workplace Behavior- A respectful workplace begins with all of us. It not
only is required by the ISFC, but also by the law. We strive to build a work
environment that offers a level of comfort to our coworkers where we can all do our
work and enhance the guest experience without fear of disrespectful behaviors
impeding our progress. A work environment of respect must be present in order for
employees to consistently offer the level of service expected by management and
demanded by our guests. There are three ‘building blocks’ to a respectful workplace:

Recoagnizing Equality: In order to have a respectful workplace, we must first
acknowledge that all people have an equal right to work in a respectful environment
regardless of their race, sex, religion, national origin, sexual orientation or any other
characteristic.

Accepting Differences: We must examine our own beliefs and attitudes about those
who are different from us and examine our actions that come from our beliefs and
attitudes. It is important that these actions show respect to those around us. We
cannot allow our actions to create a hostile or harassing environment.

Appreciating Diversity: The variety of experiences, viewpoints, abilities and ways of
thinking found in the workforce is an advantage for any organization. Diversity adds
strength and depth to the workplace.
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Harassment- In providing a productive working environment, the ISFC believes that
its employees should be able to enjoy a workplace free from all forms of
discrimination, including harassment on the basis of race, color, religion, gender,
national origin, age, disability or other legally-protected status. It is the ISFC's
intention to provide an environment free from such harassment.

The ISFC prohibits any employee, whether a manager, supervisor or coworker, from
harassing another employee. Prohibited harassment occurs when verbal or physical
conduct defames or shows hostility toward an individual because of his or her race,
color, religion, sex (including pregnancy, sexual orientation or gender identity),
national origin, age, disability or other legally-protected status, or that of the
individual's relatives, friends, or associates; creates or is intended to create an
intimidating, hostile or offensive working environment; interferes or is intended to
interfere with an individual's work performance; or otherwise adversely affects an
individual's employment opportunities.

Harassing conduct includes, but is not limited to:

e Epithets, slurs, negative stereotyping, or threatening, intimidating or hostile
acts which relate to race, color, religion, gender, national origin, age, disability
or other legally-protected status.

e Verbal or graphic material that defames or shows hostility or aversion toward
an individual or group because of race, color, religion, gender, national origin,
age, disability or other legally-protected status that is electronically
communicated or placed on walls, bulletin boards or elsewhere on the ISFC's
premises, or that is circulated in the workplace.

e Offensive slogans, pictures or messages on clothing or tattoos.

Any employee who believes he or she has been harassed in violation of this section
should report the conduct immediately to their supervisor or Human Resources. No
victim retaliation or discrimination will result from any good-faith complaint made
under this section. A thorough and impartial investigation of all complaints will be
conducted in as timely and confidential a manner as possible. Any employee of the
ISFC who has been found, after appropriate investigation, to have harassed another
employee in violation of this section will be subject to disciplinary action up to and
including termination.

Sexual Harassment- It is the intention of the ISFC to provide an environment free
from sexual and sex-based harassment. The ISFC prohibits any employee, whether a
manager, supervisor or coworker, from sexually harassing another employee. Sexual
harassment or sex-based harassment occurs when unwelcome conduct of a sexual
nature becomes a condition of an employee’s continued employment, affects other
employment decisions regarding the employee or creates an intimidating, hostile or
offensive working environment. The ISFC also prohibits harassment by third parties,
including vendors, clients or visitors.

Sexual and sex-based harassment may include:
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e Requests for sexual favors

¢ Unwanted physical contact including touching, pinching or brushing the body

e Verbal harassment such as sexual innuendoes, suggestive comments, jokes of
a sexual nature, sexual propositions or threats

¢ Non-verbal conduct such as display of sexually suggestive objects or pictures,
leering, whistling or obscene gestures

e Acts of physical aggression, intimidation, hostility, threats or unequal
treatment based on sex (even if not sexual in nature)

e |nappropriate or adverse treatment because an employee does not fit a
gender stereotype

Any employee who believes he or she has been sexually harassed should report the
conduct immediately to their supervisor or Human Resources. No victim retaliation or
discrimination will result from any good-faith complaint made under this section. A
thorough and impartial investigation of all complaints will be conducted in as timely
and confidential a manner as possible. Any employee of the ISFC who has been
found, after appropriate investigation, to have sexually harassed another employee
will be subject to disciplinary action up to and including termination.

Messaging and Internet Usage- Employees are permitted limited use of ISFC-
assigned computers and electronic resources. Such personal use must be minimal
and should, whenever possible, be limited to scheduled work breaks. At no time may
employees use ISFC computers, networks, email systems, or other electronic
resources to conduct business related to outside commercial activities or personal
enterprises. Employees should not send or access any content that they would not
want to be viewed by individuals other than the intended recipient. Employees are
expected to exercise sound judgment and professionalism when using electronic
messaging systems and the Internet. Violators of these guidelines will be subject to
disciplinary action up to and including termination of employment. Any known or
suspected violations should be reported immediately to management.

Smoking- Smoking is prohibited inside all buildings at the Indiana State Fairgrounds
& Event Center. Smoking is only permitted by employees in outside areas out of
public sight during break times. Smoking while on shift is prohibited. Smoking while
operating ISFC-owned vehicles or equipment is prohibited. Please be especially
attentive to the sensitivities of customers or fellow employees who may object to
smoking.

Drug-Free Workplace- The ISFC is committed to providing a safe working
environment and expects its employees to report to their jobs physically and
mentally fit for work. Furthermore, the ISFC is committed to assuring its continued
representation as a quality business enterprise. To achieve these goals, the ISFC must
take a firm stand against drug and alcohol abuse. We intend to ensure a drug-free
work environment for the benefit of employees and customers of the ISFC.

Violators of the following requirements will be subject to disciplinary action up to
and including termination of employment.
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Drug-Free Workplace Requirements

e The use, possession, sale, or transfer of an illegal drug by any employee on the
premises, in the performance of ISFC business or at ISFC-sponsored events is
strictly prohibited.

¢ The abuse of any legally obtained drug by any employee while performing
ISFC business or while on ISFC premises is prohibited to the extent that such
use may adversely affect the safety of the employee or others. Employees
who have been informed or have discovered that the use of a legal drug may
adversely affect job performance or behavior are to report such drug use and
possible side effects to management.

¢ The unauthorized use, possession, sale or transfer of alcohol by employees on
ISFC premises is prohibited. No employee or visitor may bring alcohol onto the
Fairgrounds. The use of alcohol by employees while conducting ISFC business,
attending ISFC-sponsored business or social functions or otherwise
representing the ISFC off ISFC premises is permitted only to the extent that it
is not unlawful and does not adversely affect the safety of the employee or
others, the employee’s job performance or the ISFC's regard or reputation in
the community.

e The presence of specified amounts (producing positive test results) of any
illegal drug or alcohol in an employee’s system while on ISFC premises or
while otherwise performing ISFC business is subject to disciplinary action up
to and including termination.

¢ Whenever the ISFC suspects that an employee’s work performance or on-the-
job behavior may be affected in any way by alcohol or drugs, or that an
employee has otherwise violated the Drug-Free Workplace initiatives, the ISFC
may require a blood test, urinalysis, or other drug/alcohol test.

Inspection of Property- Lockers, company vehicles, desks, file cabinets, and all other
ISFC-issued or ISFC-owned property remain the property of the ISFC and must be
properly maintained. Items that are inappropriate, unprofessional, or inconsistent
with ISFC standards must not be visible to visitors, coworkers, or members of the
public. To ensure compliance, the ISFC reserves the right to inspect ISFC property at
any time, with or without prior notice, and with or without the employee present.
Employees should have no reasonable expectation of privacy when using ISFC
property. An employee’s personal property, including but not limited to toolboxes,
purses, bags, packages, and personal vehicles, may be inspected when there is
reasonable suspicion of unauthorized possession of ISFC property or illegal drugs.

Personal Conduct- The ISFC respects the privacy interests of its employees and
recognizes their right to conduct their personal lives free from unnecessary
organizational interference. Certain types of off-duty conduct may reflect adversely
on an employee’s judgment, professionalism, or character and may impact the
employee’s continued association with the ISFC. Employees who engage in
unprofessional conduct, criminal activity, or other serious misconduct outside of
working hours may be subject to disciplinary action if management determines that
such conduct is harmful to the ISFC’s image or reputation, is inconsistent with the
standards and expectations of ISFC employees, or otherwise adversely affects the
ISFC’s legitimate business interests. Disciplinary action may be taken accordingly.
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Background Checks- All employees are subject to criminal and driver’s license
background checks prior to and, as appropriate, during the course of employment.

Discipline- Each employee has an obligation to maintain proper standards of
conduct at all times. If an individual’s behavior interferes with the orderly and
efficient operation of the ISFC, corrective disciplinary measures can be taken up to
and including termination. Strictly prohibited behaviors include theft or damage of
ISFC or personal property, insubordination, ineffective use of work time and
providing poor customer service. Check with your supervisor for supplemental
guidelines for your department. Individuals failing to comply with the guidelines of
the ISFC will be subject to the disciplinary actions such as verbal and written
warnings, suspension and termination of employment.

Employee Appeal- Any employee may appeal any action by a supervisor to the
employee’s director in writing within ten (10) working days of the occurrence. The
director will respond to the appeal in a timely manner. If the matter is not resolved to
the employee’s satisfaction, he or she may appeal in writing to Human Resources.
HR’s decision is final.

Use of Equipment- You are expected to use proper care when using ISFC property,
facilities and equipment. No ISFC property may be removed from the premises
without management authorization. This includes, but is not limited to, materials
remaining from events, excess construction materials, recyclable materials, and items
designated for disposal or placed in dumpsters.

Electronic Devices- Use of employee-owned electronic devices such as cell phones,
portable music players, etc., during work time is subject to department-specific rules
and operational needs as determined by department management.

Media Inquiries- All media inquiries regarding the ISFC and its operation must be
referred to the Director of Community & Media Relations, the Chief Marketing &
Revenue Officer or the Executive Director. Only these positions are authorized to
make or approve public statements pertaining to the ISFC or its operations. No
employee, unless specifically designated by management, is authorized to make such
statements.

Unauthorized Animals- Animals/Pets are prohibited from all facilities and the
Fairgrounds with the exception of: animals registered, boarded or entered, or that
will be registered, boarded or entered for exhibition, show or other competition at
the Fairgrounds; animals that will be used in a scheduled performance or to perform
work at the Fairgrounds; law enforcement animals; or service animals. Any
exceptions must be approved in advance by department management and the
Executive Director.
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Acknowledgement of Seasonal Handbook Receipt
*Please sign this form and keep it for your records

This is to certify that | have received the seasonal employee handbook and
that it is my responsibility to know and abide by the guidelines within the
handbook. | understand that it is not a binding contract. | understand that the
ISFC may modify any of the provisions of this handbook at any time, with or
without notice, and may deviate from any provision of this handbook in its
sole discretion. | also understand that, notwithstanding any of the provisions
of this handbook, | am employed on an at-will basis. My employment may be
terminated at any time, either by me or by the ISFC, with or without cause.

| understand that no representative of the ISFC other than the Executive
Director has any authority to enter into any agreement for employment for
any specified period of time or to make any agreement contrary to the
foregoing. | acknowledge that | do not in any way rely upon the provisions of
this employee handbook in accepting or continuing my employment with the
ISFC.

Employee Signature

Employee Name (Printed)

Date

Seasonal Employee Handbook 2026
Acknowledgement Receipt - Employee Copy
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