HUMAN RESOURCE/PERSONNEL POLICY MANUAL

for Interior & Exterior Landscape Businesses

and other Horticultural Companies
This Human Resource/Personnel Policy Manual was designed, developed, and written specifically to be used by interior and exterior landscape contractors as well as other horticultural companies. The Manual may be used "as is" by accepting the policies herein and filling in a few blanks, or it may be used as a format from which you can create and write your own customized manual.

Because this Manual is sold throughout the United States, it has been edited many times by experienced attorneys who specialize in the federal labor laws, and those laws are the ones which are primarily included herein. However, state labor laws also apply, as well as accompany, the federal labor laws. State laws are often more detailed or, in some cases, more stringent. Because of this, it is strongly advised that you obtain a copy of your state's labor laws so that you can amend or modify the federal labor laws in this Manual wherever necessary. Since the highest percentage of horticultural companies are based in California, some of the more significant laws of that state are noted in this Manual's policies, and they may be used or deleted according to the location of your company.

Nothing in this Manual should be construed to be in strict legal conformity with the labor laws in your state, and it is your responsibility to verify and/or amend policy statements in accordance with local laws.

Federal Labor Laws

The following federal laws must be strictly observed by all employers:

AGE DISCRIMINATION IN EMPLOYMENT ACT. Prohibits termination of an employee because said employee is over the age of 40.

AMERICANS WITH DISABILITIES ACT (ADA). Prohibits employment discrimination against qualified individuals with disabilities, and requires reasonable accommodation to meet the needs of disabled job applicants and employees.

CONSUMER CREDIT PROTECTION ACT. Prohibits termination of an employee because of a wage garnishment related to a single instance of indebtedness. California law also prohibits termination on this same basis.

FAMILY AND MEDICAL LEAVE ACT OF 1993 (FMLA). Provides for unpaid leave for an employee to attend to their own medical needs, for the birth, adoption, or foster placement of a child, or to care for family members with medical problems. Requires the employer to reinstate the employee to his/her position upon return from leave.

FAIR LABOR STANDARDS ACT. Prohibits termination of an employee for exercising his/her rights secured by this Act's wage and hour standards.

OCCUPATIONAL SAFETY AND HEALTH ACT (OSHA). Prohibits terminating an employee because of his/her refusal to work in an unsafe workplace or for exercising his/her right under this Act in relation to an employer's compliance with health and safety standards.
PREGNANCY DISCRIMINATION ACT. Prohibits the termination of an employee because of pregnancy, childbirth, or related medical conditions.

RIGHT TO KNOW LAW. This is the name attached to the Hazard Communication Standard, Code of Federal Regulation, Section 1910.1200. States that employees have a need and a right to know all the hazards and identities of the chemicals they are exposed to in the workplace and that they need to know what protective measures should be taken to prevent adverse effects from occurring. Companies with one or more employees must have a written program in place. Also, there are twenty-five states which have their own version of this law.

TITLE VII (AMENDMENT TO THE CIVIL RIGHTS ACT OF 1964).  Prohibits termination of an employee based on race, sex, color, religion, or national origin.

VIETNAM ERA VETERANS' READJUSTMENT ASSISTANCE ACT. Prohibits termination of a reemployed veteran, without good cause, within one year of reemployment.

More information regarding federal laws may be obtained by writing to the Superintendent of Documents, U.S. Government Printing Office, Washington, DC 20402. Copies of state labor laws may be obtained from legal bookstores, the labor boards of individual states, or through an attorney.

California Labor Laws

California labor laws include substantial labor legislation, particularly regarding the termination of employment. Among California's laws which pertain to employee management are the following:

ARREST RECORDS. Prohibits most employers from inquiring into arrest records that did not lead to convictions, or from making employment decisions based on those records.

CONSUMER CREDIT REPORTING AGENCIES ACT. Employers must advise job applicants if they are requesting a report from a credit reporting agency.

DRUG AND ALCOHOL REHABILITATION ACT. Employers with more than 25 employees must "reasonably accommodate" employees who participate in alcohol or drug rehabilitation programs.

FAIR EMPLOYMENT AND HOUSING ACT (FEHA). Expands on the federal Civil Rights laws regarding anti-discrimination. Under the FEHA, an employer may not discriminate, harass, or terminate based on race, religion, creed, color, national origin, ancestry, physical or mental disability, medical condition, marital status, age, pregnancy, childbirth or related medical conditions, or sex. In addition, the FEHA requires that employers maintain workplaces free of harassment.

FAMILY RIGHTS LEAVE ACT. Employers with 50 or more employees must allow an employee up to 12 weeks of unpaid leave per 12 month period, so that the employee may attend to his/her own health problems, the birth, adoption, or foster placement of a child, or for the medical care of certain relatives.

LEGAL PROCEEDINGS AND JURY SERVICE. Prohibits terminating an employee for fulfilling jury service duties or for appearing in court as a witness, as long as the employee provided reasonable notice of being required to serve. In addition, an employer may not terminate an employee for bringing a complaint or participating in a proceeding before the Labor Commission.

OCCUPATIONAL HEALTH AND SAFETY. Prohibits employer retaliation against an employee who complains about issues regarding occupational safety and health.

PREGNANCY DISABILITY LEAVE. Provides up to four months of unpaid leave to an employee who is disabled due to pregnancy, childbirth, or a related medical condition.

SEXUAL ORIENTATION. Prohibits discrimination on the basis of actual or perceived sexual orientation.

WHISTLEBLOWER PROTECTION. Prohibits employers from terminating an employee because the employee reported violations of federal or state law to an appropriate agency.

WORKERS COMPENSATION PROCEEDINGS. Prohibits discrimination against a worker who has been injured in the course of employment and is pursuing a claim for workers compensation benefits.

Harassment

Although sexual harassment is one of the most high-profile forms of harassment these days, there are other forms of harassment prohibited by various state and federal laws covering discrimination. Employers should take each and every step necessary to educate and inform all employees, especially their supervisors and managers, of the need to avoid making hiring decisions, or discriminating and harassing workers, based upon sex, race, color, ancestry, religious creed, national origin, physical disability (including HIV and AIDS), mental disability, medical condition, age, marital status, veteran status, pregnancy, childbirth, political activity, or sexual orientation. In addition, employers should adopt a policy requiring that any incidents of harassment be reported and investigated immediately.

Harassment occurs when an employee is forced to work in an environment that is offensive, abusive, hostile, or threatening, or that requires them to respond to threats, or to submit to unwelcomed requests for sexual favors, sometimes as a prerequisite to maintaining their current position or to receiving a salary raise or promotion. Another example of a "hostile" environment would be one in which a worker is subjected to "teasing" or threats about physical appearance (e.g., weight, skin color, physical deformity, etc.), sexual orientation, mental or physical disability, religious beliefs, etc.

Drug Testing

Drug testing is another issue of importance in the workplace. Employers should conduct drug or alcohol testing of employees only if there is a reasonable basis (e.g., behavior, appearance, involvement in suspicious accident, etc.) to suspect that an employee is under the influence of a controlled substance during the course of the workday and in the workplace.

Privacy Rights

Privacy rights of employees must be protected at all costs, particularly since litigation over the disclosure of confidential employee information can be quite costly. Employers should therefore maintain all employee information in strictest confidence, stored in separate, locked files, with only limited access on a "need to know" basis. The subpoena of an employee's personnel file should immediately signal a call to the employer's attorney before an employee's records are released -- if they are released at all. Employees' privacy rights extend to their lives and activities outside the workplace as well, including their political activities, their domestic situations, their sexual activities, etc. Employees are not required to disclose to their employers those things relating to their private lives, including the nature of their medical treatments or health conditions, even those resulting in absences from the workplace.
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POLICY NUMBER 100
General Administrative Policy

The Purpose Of This Manual:

This Manual should not be construed in any way to be a contract between the Company and any employee, nor should it be considered as a promise of continued employment. This Manual is a compilation of the personnel policies, rules, regulations, and administrative procedures used by the Company to standardize personnel activities and to avoid any discrepancies which could otherwise arise from unwritten, inconsistent, or poorly communicated policy.

Should there ever be a dispute regarding the legal effect of any policy contained herein, the Federal Labor Laws and the Labor Laws in the state of _______________ will take precedence.

1) The Personnel Department is responsible for updating the Manual and for immediately informing all employees of changes in policy as soon as they occur. The Company reserves the right to amend or modify any policies as it sees fit and as becomes necessary to comply with changes in state or federal labor laws.

2) The Manual is the property of the Company and will remain in the possession of the Personnel Department.

3) The Personnel Department will make the Manual available to any employee and will answer his/her questions regarding policy, making every attempt possible to insure that the terminology used is clear and easily understood.

4) Employees may advise the Personnel Department of any recommendations for changes or amendments to the Manual. 

5) All changes and amendments to the Manual are to be approved and authorized by ___________ before issuance by the Personnel Department.

6) Terminology used in the Manual is defined as follows:



a) The words "shall" and "will" are to be interpreted as mandatory and the word "may" as permissive;


b) "Supervisor" means an individual with the authority to assign, direct, and review the work of two or more subordinates;



c) "Manager" means an individual with the authority to establish policy for implementation within their department; 


d) "Immediate family" refers to the employee's spouse or domestic partner, brother, sister, parent, children, parent-in-law, and any dependent member of the employee's household.

POLICY NUMBER 101
Employer-Employee Relationship

All hiring is to be considered employment "at will," and no contractual employment exists between the employee and the Company unless specifically stated in writing in a contract or agreement separate from this Manual.

It is the Company's responsibility to implement fair and effective personnel policies and practices by:

1) Hiring individuals on the basis of their employment qualifications and with no regard to race, religion, color, sex, age, national origin, disability, pregnancy, sexual orientation, or marital status;

2) Compensating employees with salaries and benefits which are commensurate with the work performed;

3) Maintaining a safe and healthy work environment as required by law;

4) Welcoming constructive suggestions which relate to the improvement of existing methods or the implementation of new procedures; 

5) Establishing procedures by which employees can maintain effective communication with their supervisors and managers;

6) Extending opportunities for career advancement whenever possible; 

It is the employee's responsibility to meet Company expectations by:

1) Giving a productive day's work to the best of one's abilities and skills;

2) Keeping good job attendance and punctuality;

3) Maintaining a considerate, friendly, and constructive attitude towards co-workers, supervisory personnel, suppliers, and clients;

4) Adhering to the policies as stated in this Manual.

The Company has the responsibility to exercise usual and customary managerial practices including the right to:

1) Dismiss, assign, supervise, and discipline employees;

2) Determine and change starting and quitting times;

3) Transfer employees within departments or into other suitable departments and classifications;

4) Determine and change the size and qualifications of the workforce;

5) Establish, change, and abolish policies, procedures, rules, and regulations;

6) Determine and change procedures by which operations are carried out;

7) Assign duties to employees in accordance with the Company's needs and requirements.

POLICY NUMBER 102
Employment Status Determination

Federal Labor laws prohibit a company from hiring an individual on an "independent contractor" or "subcontractor" basis unless the individual meets the criteria for such a status. The following Right To Control assessment is used by the Internal Revenue Service, and similar assessments are used by the various court systems and state labor commissions to determine the employment status of a worker. The question of employment status is a very complex one. In general, if an employer can answer "yes" to some or all of the following questions, the worker will probably be classified and compensated as an employee:

1) Is the worker required to follow instructions dealing with when, where, and how the work is to be done?   

2) Was the worker trained by the Company in how to perform his/her job?   

3) Does the worker perform services which are part of the Company's business?

4) Must the worker personally perform the services? (For example, can the worker hire an employee?)

5) Does the Company hire, pay, or supervise assistants to help the worker perform his/her services?   

6) Is the Company's relationship with the worker a continuing relationship? 

7) Does the Company set the work hours?   

8) Does the Company direct the order and sequence of work? 

9) Are work-status reports (client/job records), either written or oral, required from the worker?  

10) Is the worker paid hourly as opposed to "by the job?"  

11) Is the worker reimbursed for business or travel expenses?  (For example, does the Company pay for the worker's mileage and parking expenses when the worker uses his/her own vehicle?)

12) Does the Company provide the tools, supplies, equipment, etc., for the worker to use?

13) Does the Company provide the workplace for the storage and/or use of the tools, supplies, and equipment? 

14) Does the Company "absorb" losses resulting from errors in judgment or negligence on the part of the worker?  

15) Is the worker employed exclusively by the Company as opposed to making their services available to the general public? 

POLICY NUMBER 103
Labor Laws

The Company will observe the State and Federal Labor Laws in administering and implementing all Company Policy. In the event of a dispute regarding the legal effect of any Company Policy, the Federal and State Labor Laws will prevail.

The following will be determined, and/or observed, in accordance with the Labor Law:

Alien status

Appeals

Apprenticeship

Audits

Cash shortage, breakage,  losses

Cash wages

Child care

Commissions

Criminal acts

Days off

Death

Dependents

Depositions

Disability

Discharge, dismissal, & termination

Disciplinary action

Disputes

Drinking water

Drivers licenses

Employee rights

Employment contracts

Employment of minors

Employment status

Equal opportunity employment

Filing of government reports

Gifts

Health & safety precautions

Hiring of disabled/handicapped

Hours of work

Inspections & investigations

Insurance

Jury duty

Meal periods

Meals & lodging

Minimum wage

Monetary damages

Negligence

Overtime compensation

Payment of wages

Penalties

Personnel files & records

Personnel record disclosure

Pesticides

Physical examinations

Reporting time pay

Rest periods

Retirement

Sanitary conditions & facilities

Sick leave

Social security

Subrogation

Tardiness

Tools & supplies

Unemployment

Unfair labor practices

Uniforms

Unions

Vacation accrual

Vehicle code

Wage deductions

Wage payment 

Wage payment bonds

Work environment

Work related injury or illness

POLICY NUMBER 104
Personnel Administration

The Personnel Department assists in the development of personnel policies and provides assistance to supervisors and managers in the implementation and execution of those policies.

It is the responsibility of the Personnel Department to: 

1) Formulate general personnel policies such as staff and organizational planning;

2) Maintain policies to insure the Company's Equal Employment Opportunity status;

3) Establish guidelines for recruiting, interviewing, testing, selecting, placement, orientation, and training of new employees;

4) Coordinate the transfer, promotion, and termination of employees;

5) Insure that all department supervisors give employees their performance and salary reviews on a timely basis;

6) Administer wages and salaries for all employees;

7) Administer employee benefit plans and programs, and explain same to employees;

8) Implement disciplinary and grievance procedures [Optional];

9) Establish safety and health guidelines for the work environment;

10) Maintain personnel records in a confidential manner;

11) Evaluate personnel programs and policies.

POLICY NUMBER 105
Recordkeeping

The Company's Personnel Department will maintain confidential personnel records for each employee, making every attempt to balance the employee's right to privacy with the Company's need to collect and use information directly related to the individual.

Personnel files will contain information:

1) That is needed to conduct business, or is required by Federal, State, or local law;

2) Such as application forms, resumes, payroll information, performance appraisals, any medical information voluntarily provided by employees (such as allergies to certain medications or any hidden health conditions which should be revealed to an emergency medical team to insure proper treatment), and disciplinary records;

3) Obtained directly from the employee and his/her supervisor;

4) That will be reviewed regularly by the Personnel Department to insure that the file contains only information relevant to the individual's employment with the Company;

5) That will remain on file for three years from the last effective date of employment in accordance with the Fair Labor Standards Act and the Federal Equal Employment Opportunity Laws;

6) That may be inspected by the employee on request to do so;

7) That will be released to outside sources only upon written request and only after obtaining written consent from the individual who is the subject of the inquiry, with the following exceptions which may be released without first obtaining permission of the individual: employment dates, position held, and location of job site. 

All personnel files will be kept in a secure area and may be accessed by supervisory or management personnel only on a "need-to-know" basis. During non-working hours, or when Personnel Department personnel are absent, the files, or the room in which they are stored, are to be kept locked.

In order to keep personnel records current, employees are requested to notify the Personnel Department of any changes in:

1) Name, address, telephone number;

2) Changes in withholding status (e.g., due to marriage or a new child) for payroll deduction calculations;

3) Beneficiary designation for any of the Company's insurance plans;

4) Individual to be contacted in emergency.

POLICY NUMBER 106
Staff Supervision

It is Company policy that all work be assigned, directed, and reviewed by supervisory personnel, and each employee will have, ordinarily, only one supervisor who will:

1) Act as liaison between management and staff;

2) Communicate to the employees under his/her jurisdiction the goals and policies of

management; 

3) Communicate to management the opinions, suggestions, and complaints of employees;  

4) Establish priorities for his/her department;

5) Assist employees with their performance in usual, unusual, or non-routine job situations. 

In order to effectively supervise and motivate employees towards department goals, supervisors will:

1) Treat all employees as individuals;

2) Give recognition for good performance and tactful constructive criticism;

3) Make changes by explaining in advance the reason for the change and asking for the employee's input;

4) Recommend eligible employees for promotion even if it means losing them from their own department;

5) Admit to mistakes instead of shifting the blame to others;

6) Be impartial and let their employees know the reasons for any decisions which might be interpreted as unfair;

7) Set performance goals and standards for employees;

8) Develop a feeling of teamwork and camaraderie among their employees.

It is the supervisor's responsibility to insure that the Company's goals are met and that personnel policies as defined in this Manual are achieved. For those reasons, supervisors are responsible for:

1) Insuring that all Company policies and procedures are observed;

2) Setting an example for employees by maintaining a clean appearance, an orderly work area, and adhering to the policies set forth in this manual;

3) Providing initial training to new employees in their specific job duties and continuing to train them on an ongoing basis throughout the duration of their employment;

4) Recommending additional or special training for employees as required;

5) Maintaining constant contact with employees regarding their work assignments, progress, and opportunities for advancement;

6) Evaluating work performance of all employees including those on probation or who are being terminated;

7) Making recommendations for salary changes, promotions, transfers, and terminations;

8) Verifying time cards and requesting overtime help when necessary;

9) Insuring that all necessary safety precautions are taken by employees;

10) Reporting any work-related injuries or illnesses of employees or clients;

11) Administering written or oral tests, quizzes, and exams to employees as part of their initial and ongoing training;

12) Scheduling lunch and rest breaks in accordance with the Labor Laws and the Company needs, and addressing issues of tardiness and absenteeism;

13) Scheduling vacations or leaves of absence and arranging for fill-in help during any employee absence;

14) Implementing suggestions and problem review procedures;

15) Recommending either additional personnel or the elimination of a position.

POLICY NUMBER 200
Personal Conduct

The Company recognizes that all personnel are representatives of the Company, and that as such, they must conduct themselves in a professional manner at all times.

The Personal Conduct policies outline appropriate and acceptable behavior for all employees.

POLICY NUMBER 201
Employee Behavior

It is the policy of the Company to maintain certain rules and regulations governing the behavior of all employees. This policy is necessary for the efficient operation of the Company and for the public relations impact that all personnel create throughout the course of their workday.  

All employees are expected to conduct themselves in a professional and business-like manner by:

1) Reporting to work on time, as scheduled;

2) Notifying a supervisor when he/she will be absent from work or will be late;

3) Complying with all safety and health regulations;

4) Wearing clothing appropriate for the work being performed (including Company-provided uniforms);

5) Performing tasks as assigned;

6) Adhering to scheduled meal and rest periods;

7) Observing personal cleanliness and good grooming practices;

8) Maintaining all Company-owned tools, supplies, equipment, etc., with the proper care and maintenance;

9) Keeping a positive attitude towards work, co-workers, clients, and anyone contacted during the course of the workday;

The following conduct is prohibited and may be subject to either disciplinary action or immediate termination:

1) Habitual tardiness, absenteeism, or unauthorized absence;

2) Misusing, destroying or damaging Company property or the personal property of a co-worker;

3) Fighting or instigating a fight during work hours on Company premises;

4) Reporting to work or working under the influence of alcohol or any illegal substance, or having such substances in one's possession while on the job or on Company premises;

5) Theft of employee or Company property;

6) Removal of Company property from the Company premises without authorization;

7) Harassment of any kind of any co-worker, client, or individual during the course of a work day or on Company premises;

8) Falsifying any Company record, including employment applications, time cards, invoices, purchase orders, etc.;

9) Using profanity or abusive language on the job, on Company premises, or with any client, supplier, or guest of the Company;

10) Insubordination (refusing to follow management's instructions with regard to a job-related matter);

11) Immoral conduct or indecency while on the job;

12) Willful misconduct or negligence in performing job duties;

13) Wasting time, loitering, or leaving work during work hours without a supervisor's approval;

14) Making false or malicious statements about any individual during the course of the work day or on Company or work premises;

The following will result in immediate termination:

1) Possession, sale, or use of a controlled substance, other than medication prescribed by a physician (this includes marijuana, cocaine, hashish, crack, speed, Ecstasy, LSD, etc.);

2) Possession or use of a weapon (including knives and firearms).

POLICY NUMBER 202
Confidentiality Of Company Interests

It is Company Policy that all business affairs of the Company should not be discussed with anyone outside of the Company except as required during the normal course of business. Employees may be required to sign a Trade Secrets Agreement acknowledging that they will not discuss or divulge any such information to anyone outside of the Company.

The operations of the Company should not be discussed with anyone outside of the business, particularly not with competitors. Information regarding the following items and subjects should be treated in the strictest confidence:

1) Contracts - terms and conditions;

2) Client information - names, addresses, locations, & job particulars;

3) Pricing and costs - products or supplies, hourly rates, and fees; 

4) Wages & salaries - hourly rates, commissions, withholding, deductions, and wage attachments;

5) Personnel information - names, addresses, dependents, work history, insurance, time cards, and disciplinary action;

6) Sources - nurseries, distributors, vendors, and suppliers.

Items such as price lists, client lists, and manuals are the property of the Company and their unauthorized use is prohibited.

Since all employees will handle some confidential information, they are also responsible for its security, and extreme care should be taken to insure that it is safeguarded to protect the Company, its employees, and its clients.

Nothing contained in this Policy is intended to prohibit the disclosing to outsiders of any information about the Company that is routinely made available to the public by advertisement or other means, such as the nature of the Company's services and its hours of business.

POLICY NUMBER 203
Conflicts Of Interest

It is Company Policy to prohibit employees from engaging in any activity or practice which conflicts with the interests of the Company or its clientele.  

1) If an employee or a member of his/her immediate family has a financial interest in a firm which does business with the Company and the interest is sufficient to affect the employee's decisions or actions, the employee should not represent the Company in such transactions;

2) No employee shall accept gifts from any person or firm doing or seeking to do business with the Company under circumstances from which it might reasonably be inferred that the purpose of the gift is to influence the employee in the conduct of the Company business with the donor. Such gifts should be returned with a polite note of explanation. (This does not refer to gifts which employees receive of nominal value at holiday times.);

3) No employee shall, directly or indirectly, give, offer, or promise anything of value to any representative of any financial institution in connection with any transaction or business that the Company has with such financial institution.

4) When an employee believes that there may be a possible conflict of interest of any kind, whether noted in this Manual or not, he/she shall request advice from management.

5) No outside personal business shall be conducted on office premises (e.g., secondary businesses selling health care products, etc., or any design or clerical work for a personal client as opposed to a Company client.).

POLICY NUMBER 204
Personal Appearance Of Employees

Because the Company wishes to present a professional image to its clientele and to the community as a whole, it is Policy that an employee's appearance be appropriate for the work situation with no radical departures from conventional dress or personal grooming permitted, regardless of the nature of the job performed.

1) Hair should be clean, combed, neatly trimmed and arranged, and in labor positions, long hair should be tied or pinned back for personal safety purposes.

2) Sideburns, moustaches, and beards should be neatly trimmed. 

3) Regular personal bathing and the use of hygiene products should be exercised to avoid offending co-workers or clients. 

4) Uniforms should be clean and in good repair. Soiled or damaged uniforms should be turned in for cleaning and repair and a new uniform substituted.

5) Non-uniformed personnel should wear clean clothing in good repair.

6) Dress and skirt lengths should be of conventional length so as not to offend or be distracting.

7) All clothing should be appropriate for a professional work environment and should not be overly tight, restrictive, or revealing.

8) Laborers should wear sturdy work shoes that are clean and in good repair.

If an employee reports to work improperly dressed or groomed, the supervisor should instruct the employee to return home and report back to work appropriately dressed and groomed. The employee will not be compensated during such time away from work, and repeated violations of this policy will be cause for termination or possibly for disciplinary action.

POLICY NUMBER 205
Use Of Company Property

It is Policy that all Company facilities and property will be available for use during regular working hours and for Company business only.

The following are examples of sole property of the Company which should be used only for Company business and should not be removed from Company premises except as authorized for Company services:

calculators

cell phones

chemicals

computers

copiers

fax machines

pagers

postage meters

forms

supplies

equipment

tools

telephones

vehicles

Telephone use should be restricted to business or emergency personal calls.

Personal use of Company equipment is by permission only and should be done only after regular working hours with the Company being reimbursed for materials used.

Company credit cards are not to be used for any non-business purpose, and doing so may result in disciplinary action and/or termination.

The Company name and logo will be used only for Company-related correspondence and should never be used for personal correspondence or in any manner that implies that the Company approves of, or participates in, a non-Company activity or business.

Company property and equipment that is issued to an employee for their use during the course of conducting Company business will be returned in working order upon termination of services with the Company.

POLICY NUMBER 206
Communication

It is Policy to establish and maintain effective communication among co-workers, management, clientele, outside services, and any individual or firm which conducts business with the Company.

1) Field personnel are expected to advise supervisors of their daily schedules and must call the office to advise supervisors of changes in those schedules;

2) Employees who work on Company premises will communicate their whereabouts to their supervisors should they need to leave their work station or immediate work area for longer than ____ minutes;

3) Whenever situations arise which may result in disciplinary action, all personnel will document such occasions in writing and direct that report to the appropriate individual for action;

4) If an employee has a complaint or a suggestion he/she should direct it, if possible in writing, to his/her supervisor or to the appropriate manager;

5) In the event of a personality conflict between employees or between an employee and a supervisor, a manager should intervene and make reasonable attempts to reestablish positive communication between both parties.

POLICY NUMBER 300
Compensation, Benefits, & Reimbursement

It is the Policy of the Company to make fair and adequate compensation to its employees for all services rendered and to offer additional incentives in the form of such benefits as a bonus system, vacation pay, and holiday pay.

All compensation and benefits will be administered in accordance with the Labor Laws.

POLICY NUMBER 301
Automobile Allowance

It is Policy to reimburse employees for the use of their own vehicles while conducting Company business.  

Automobile allowances and reimbursements will be made according to the type of usage and the position of the employee.

Salespeople will receive a flat, monthly automobile allowance calculated upon the average mileage and usage for their territory. The allowance will further be calculated on the fuel consumption and yearly maintenance of an average size economy car that is not more than 5 years old.

Service personnel will be reimbursed using one of the following methods, depending upon their specific job description and duties:

1) Mileage Reimbursement: Actual miles driven during the course of the work day will be reimbursed at a rate of _____ cents per mile, and will be paid at the end of each payroll period.

2) Route Reimbursement: Average miles per daily route will be established and reimbursed at a flat rate for each route, payable at the end of each payroll period.

The Company will reimburse the employee for up to $ ______ towards the cost of one tune-up per year, and up to $ ______ towards the cost of one oil change per year, after one year of employment during which time the employee has driven his/her vehicle for more than ______ documented miles for Company business purposes.

The Company will pay up to $ ________ for one set of tires after three years of employment during which time the employee has driven his/her car for more than _______ documented miles for Company business purposes.

The Company may require the employee to see a Company-selected mechanic to perform tune-ups and oil changes. The Company may also require the employee to purchase tires from a Company-selected dealer.

Should the employee question the ability or quality of a Company-selected mechanic or dealer, the employee should express that concern to his/her supervisor so that a suitable substitution may be made, if necessary.

POLICY NUMBER 302
Bonuses & Incentives

The Company recognizes that hourly wages alone are not always enough to keep employees motivated and, as a result, the Company offers bonuses and incentives to all employees in the form of monetary compensation and public acknowledgment for a job well done.

Bonus and incentive plans include rewards for:

1) Best maintained installation;

2) Best design;

3) Best new installation;

4) Best suggestion of the month;

5) Best new idea of the month;

6) Technician of the month;

7) Salesperson of the month;

8) Other___________________________________

The reward recipient will receive a cash bonus of $_________ and will receive a Certificate of Merit to be presented at a Company meeting. Such recognition will become a part of the employee's personnel record and will be considered during salary and performance reviews.

POLICY NUMBER 303
Commissions

It is Company Policy that commissions be paid on all new sales, whether the sale is made by a salesperson or by any other employee.

Salespeople will be paid a draw against commission not to exceed:

$____________ or ______% of their previous month's commissions.

Salespeople will be paid commissions based on a sliding scale of gross sales as follows:

$_____________ to $______________ - _______%

$_____________ to $______________ - _______%

$_____________ to $______________ - _______%

The Company will set monthly sales goals for all salespeople based upon their territory, type of clientele, the length of their employment with the Company, and their level of sales ability and training.  

1) If a salesperson exceeds his/her monthly sales goal he/she will receive a ___% override on the total gross sales for that month;

2) If everyone in the sales department exceeds their sales goals for the same month, all salespeople will receive another additional ___% override on their individual month's sales.

The Company realizes that a non-salesperson may, from time to time, come in contact with a prospective client. To give the non-salesperson incentive to encourage further communication and contact with that prospective client, the Company will pay a finder's fee and/or commission as follows:

1) For every valid sales lead which results in a salesperson meeting with a prospective client, regardless of whether such meeting results in a closed sale, the employee who brought in the lead will receive $_______ for the lead;

2) For any valid sales lead which results in the Company being awarded the project, the employee who brought in the lead will receive a ___% commission calculated on either the gross sale for an installation or the monthly maintenance fee, or both.

POLICY NUMBER 304
Continuing Education

It is Company Policy to make every attempt possible to develop a better educated and more highly skilled work force by providing education assistance to its employees in accordance with the following guidelines:

1) The Company will pay all tuition and fees for any schooling it requires of its employees;

2) The Company may choose to pay all or a portion of any schooling requested by an employee, at the Company's discretion;

3) Education assistance will be provided only for courses of study which are directly related to the employee's present job or which will enhance the employee's potential for advancement to a position with the Company which the individual has a reasonable expectation of achieving.  

4) Education courses or programs must be offered through accredited institutions, or must be seminars and workshops offered by recognized trade associations or acknowledged industry experts;

5) An employee who is laid off while enrolled in a course will be reimbursed for all or part of the tuition as it was originally determined;

6) An employee who is terminated for cause or who leaves voluntarily while enrolled in a course will not be reimbursed for the expenses associated with the course, unless required by law.

POLICY NUMBER 305
Employee Discounts

The Company will allow employees to purchase new items, for personal use, from the Company, at a rate of wholesale cost plus _____% plus sales tax.

The Company will allow employees to purchase second-hand, used items, such as plants and containers, for wholesale less ____% plus sales tax.

Any employee who wishes to purchase a new item should fill out an Employee Purchase Requisition stating the exact specifications of the item they wish to order. The order will then be added to the next available order the Company places at the supplier or vendor who handles that particular item.

POLICY NUMBER 306
Holidays

It is Company Policy to observe certain holidays each year as may be determined by management. Employees will be given a day off with pay for each holiday observed by the Company.

1) A holiday schedule indicating which holidays will be observed and paid each calendar year will be published in December for the following year;

2) Full-time employees will receive regular rate of pay for each paid holiday;

3) Part-time employees will receive holiday pay only for holidays on which they would normally be scheduled to work, and only for their regularly scheduled number of hours;

4) Temporary employees, employees on leaves of absence, employees on probation, and laid-off employees are not eligible to receive holiday pay;

5) To receive holiday pay, an eligible employee must be at work, or on an authorized absence, on the work days immediately preceding and immediately following the observed holiday;

6) If a holiday occurs during an employee's vacation period, the day will be paid as a vacation day and not as a holiday;

7) The Company reserves the right to schedule work on an observed holiday. If that holiday is a legal holiday, the employee who works on that day will be compensated in accordance with the Labor Laws pertaining to overtime and holiday pay;

8) An observed holiday will be considered a day of work for the purpose of calculating overtime. 

Observed holidays are as follows:

New Years Day

Presidents’ Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Christmas

Other(s) ___________________________________________________

The Company recognizes that some employees may wish to observe, as periods of worship or commemoration, certain days which are not included in the Company's holiday schedule.  Accordingly, any employee who desires to take a day off for such reason will be permitted to do so upon giving 30 days notice of their intent to take the day off. Since this is not a regular paid holiday, employees may use accumulated days of vacation or may take the time off as an unpaid, excused absence.

POLICY NUMBER 307
Sick Leave

It is Company Policy to excuse employees from work due to illness.

1) All employees are allowed ___ paid sick leave days per year based from their anniversary date of hire;

2) New employees are not eligible for paid sick leave during the first three months of their employment. Thereafter they are eligible for paid sick leave on a pro-rated basis of their anniversary date of hire;

3) An employee who is too ill to perform his/her job must notify supervisor before start of the work day by calling the supervisor at home or by leaving a message at the Company's designated phone number for such notification;

4) An employee who becomes ill while on the job and is unable to continue and finish the day’s work should notify his/her supervisor immediately;

5) Field personnel who become ill on the job should notify their supervisors immediately from the field before leaving the job to return to home or office;

6) Any sick days which are unused by the end of an employment year will be awarded to the employee in the form of pay equal to one-half of the employee's current daily salary for each day of unused sick leave;

7) It is the supervisor's responsibility to accurately record employee absences due to illness or injury and to submit those records to the Personnel Department.

8) Unused sick days will not be paid in any way to employees who are either terminated or voluntarily leave employment with the Company.

POLICY NUMBER 308
Vacations

It is Company Policy to give annual paid vacations to all full-time employees in accordance with the following guidelines:

1) Vacation is accrued on a monthly basis and is calculated on a daily rate according to the following schedule:



0-2 years .417 days per month (5 days/year)


3-6 years .833 days per month (10 days/year)


7 or more years 1.250 days per month (15 days/year)

2) Vacation accrual begins on the date of hire, and a vacation year is the period beginning and ending with the anniversary date of hire;

3) New employees may not use accrued vacation pay until after they meet their anniversary date of employment;

4) Vacation pay will be paid in conjunction with regular payroll periods;

5) Vacation may only be used in weekly increments unless a vacation day is taken as a substitute for a holiday that the employee wishes to observe that is not a recognized Company paid holiday;

6) Vacation time does not accrue during a leave of absence or while an employee is laid-off or on disciplinary or new hire probation;

7) If a paid holiday falls during the vacation period, it will be paid as a vacation day and not as a holiday;

8) Employees must advise their supervisors of their plans to take a vacation at least 30 days prior to the planned vacation time; 

9) In the event of conflicting vacation plans within a department, priority will be given based on seniority (the longest amount of time with the Company);

10) Employees must take their vacations each year and may not receive vacation pay in lieu of time off, except upon termination;

11) Employees may take a maximum of two consecutive weeks of vacation with any balance taken separately as full weeks;

12) Employees may not accrue more days of vacation above and beyond the maximum number provided by the length of their employment service;

13) On separation from the Company, an employee will receive vacation pay for any accrued and unused vacation pro-rated to the date of termination. If death occurs during an employee's term of employment, pay for accrued and unused vacation will be paid in a lump sum to the employee's beneficiary;

POLICY NUMBER 309
Wages & Salary

The Company Policy regarding the payment of wages will be in strict accordance with the prevailing Labor Laws.

Federal labor law states that an employee must be paid time-and-a-half for every hour or fraction thereof that is worked in excess of 40 hours per work week.  

State labor laws should also be consulted to determine whether an employer is instead required to calculate overtime based upon hours worked in excess of 8 hours per workday (for a 5-day work week) or 10 hours per work day (for a 4-day work week).

Federal labor laws allow some exceptions to overtime pay requirements. Exempt employees are executives and managers who do all of the following:

1) Spend more than 50% of their work time making decisions that affect the running of the business;

2) Spend no more than 50% of their job doing the same work as their subordinates;

3) Supervise at least two employees;

In addition to the above three factors, some states may require that an overtime-exempt employee also be making a specific amount of monthly income to quality for this exemption. State Labor Laws should be consulted to determine how this policy should be administered.

Another overtime exemption, which may be determined by some state labor laws, includes the state licensed professional.

The Company will pay all employees every _____________ (day of the week), every _____________________ (frequency).  Time cards should be turned in to and approved by supervisors no later than ____:____ am / pm, the ___________ (day of the week) before payday.

The Personnel and Payroll Department will keep a W-4 on file for each employee and will make tax deductions from paychecks based upon the withholding allowances claimed by the individual employees. The Payroll Department will also make the necessary deductions for FICA (social security withholding) and any other deductions legally required by the Labor Laws.

The Company will maintain a listing of job titles with starting hourly pay for each position.

Any changes in an employee's salary will be noted in his/her personnel record.

The Payroll Department will comply in full with any legal action brought against an employee which results in the attachment or garnishment of that employee's wages.

POLICY NUMBER 400
Employment Practices

It is the Policy and the goal of the Company to recruit, hire, and train its employees, and it has therefore established standardized employment practices in full accordance with the Labor Laws in order to achieve that goal.

POLICY NUMBER 401
Disciplinary Action

Employees who are not performing satisfactorily or who display gross misconduct (e.g., stealing, fraud, being under the influence of alcohol or illegal drugs on the job or on Company property, etc.), may be terminated immediately. 

At the Company's discretion, and based upon the employee's work performance history with the Company, the Company may exercise its option to exercise disciplinary action in the form of verbal counseling and written warnings which address performance deficiencies and monitor the employee's progress over a stated correction period during which time he/she will be expected to improve and/or correct his/her performance.

This optional process of progressive discipline is as follows:

POOR PERFORMANCE OBSERVED         


ACTION: Discussion & written summary.

IMPROVED PERFORMANCE          


ACTION: Write summary of change. No further action required.

CONTINUED POOR PERFORMANCE          


ACTION: Written evaluation to employee's file. 

IMPROVED PERFORMANCE            


ACTION: Written statement to personnel file. No further action 



     required.

CONTINUED POOR PERFORMANCE          


ACTION: Suspension without pay for two days.

IMPROVED PERFORMANCE         


ACTION: Written statement to personnel file. No further action



    required.

CONTINUED POOR PERFORMANCE          


ACTION: Written & verbal termination.

1) Verbal discussions should advise the employee of his/her substandard performance, including examples of such substandard performance (incomplete paperwork two weeks in a row, missed more than 4 days of work in last 20 days, etc.), and make recommendations for improvement (specific training, personal study on a particular subject, physical exam to determine whether the employee has the ability to perform essential functions of his/her job, etc.);

2) Written evaluations should document the reason for the verbal discussion, the content of that discussion, and should state a specific time frame during which the employee is expected to improve, the date on which the next evaluation will take place, and, if the employee's performance has improved, should state that such is the case and that no further action is necessary;

3) Written evaluations should be dated and signed by the supervisor making the evaluation and by the employee indicating that he/she has understood the evaluation, but not necessarily indicating his/her agreement with the evaluation;

4) Time restrictions for performance improvement should be determined upon the employee's previous work performance with the Company, the severity of the problem, and the required means to achieve improvement (such as additional training).

5) Regardless of the length of service, an employee will be immediately terminated if he/she:



a) Is on the job and under the influence of alcohol or drugs, or sells or distributes drugs on the Company premises or during working hours;


b) Steals the property of the Company, its clientele, its suppliers, or its employees, or is convicted of a theft-related crime;

POLICY NUMBER 402
Equal Employment Opportunities

It is Company Policy that no job applicant or employee shall be discriminated against in employment because of their race, religion, color, sex, age, national origin, disability, pregnancy, marital status, or sexual orientation.

This Policy applies to all terms, conditions, and privileges of employment such as hiring, probation, training, development, promotion, transfer, compensation, benefits, educational assistance, layoff and recall, social and recreational programs, termination, and retirement.

POLICY NUMBER 403
Orientation & Training

It is Company Policy to conduct orientation and training sessions for all new hires in order to familiarize them with the Company and to enable them to learn their assigned jobs and develop the skills required for efficient job performance.

1) General Orientation: The purpose of this orientation is to acquaint new employees with:



a) Policies as stated in this manual;


b) Key personnel and immediate supervisor;



c) Location of offices, storage areas, and sanitary facilities;


d) Telephone system and office machines;



e) Company activities such as meetings and social events.

2) Job Orientation: The purpose of this orientation is to:



a) Issue supplies and equipment to be used on the job;


b) Issue uniforms and blank forms to be used on the job;



c) Give an overview of the specifics of the job, such as the essential functions of the position, how to requisition supplies, how to fill out various forms, when and where to report to work each day, etc.;


d) Schedule of meetings for that department.

3) Initial Training: The purpose of the initial training period is to:



a) Acquaint the trainee with the purpose of their position within the Company and the essential functions of their job;


b) Prepare the trainee with all of the reading materials and on-the-job training that is required of their position;


c) Observe the behavior, skill level, competency, and abilities of the trainee to determine if the position is appropriate for that individual;

4) Continuing Training: This is provided for certain technical positions as needed or as deemed advisable for the benefit of the Company or the employee. The purpose of continuing training is to:



a) Insure that the employee is always being kept abreast of the latest technical advances; current design trends; pest control laws, restrictions, and application procedures; safety and health precautions; and the safest, most efficient and expedient ways of performing routine tasks;


b) Insure that all employees achieve a high level of competency in their positions in order to be assets to the Company;


c) Encourage employees to reach their full potential, and to insure job satisfaction in any position they may hold within the Company;



d) Give all employees the opportunity to learn and acquire new skills which will make them more valuable in their current position, or which will encourage them to transfer or be promoted to a position which better fits their level of competency and interest.

POLICY NUMBER 404
Performance Reviews

It is Company Policy that each employee shall receive regular performance reviews which will be documented in writing and placed in their personnel file as a part of their permanent record.

The purpose of a performance review is to:

1) Help each employee achieve his/her full potential;

2) Recognize and acknowledge positive and exceptional performance;

3) Listen to, acknowledge, and discuss the employee's comments about his/her own performance;

4) Communicate any need for improved performance and suggest ways in which such improvement can be achieved;

5) Recommend additional training to enhance the employee's job performance and/or prepare him/her for advancement or transfer to another position.

Performance reviews will be conducted no less than once yearly except for the first year of employment during which time there should be two additional reviews. The following schedule will be observed as closely as possible:

1) 3-Month Review: After the first three months of employment (at the end of the probation period), a review will be conducted by the supervisor at which time the employee's progress will be discussed, original goals will be reviewed and new ones established, problems or concerns will be addressed, and a written report of the review will be added to the employee's personnel file;

2) 9-Month Review: After the first nine months of employment (six months following the 3-Month Review), a performance and salary review will be conducted by the supervisor at which time the 3-Month Review is discussed, new goals are established, problems or concerns are addressed, salary increases will be considered based on demonstrated job performance, and a written report of the review will be added to the employee's personnel file;

3) Yearly Review: On all subsequent anniversary dates of hire, performance reviews will be conducted and documented in the employee's personnel file.

POLICY NUMBER 405
Probation

It is Company Policy that all new employees and existing employees who are transferred or promoted to a new position, shall be placed on probation for a period of three months or longer, depending on the department needs.

During probationary period the employee's job performance will be closely monitored by the supervisor. Substandard performance will be brought to the employee's attention with recommendations for improvement.

A new or transferred/promoted employee may be granted an extension above the three-month probation period if there is a need for additional time to achieve satisfactory job performance. Such extensions are at the discretion of the supervisor and may additionally require the approval of the department manager.

POLICY NUMBER 406
Recruitment

It is Company Policy to hire individuals who are qualified or trainable for employment as determined by standards of physical fitness, education, experience, aptitude, and character. All decisions regarding recruitment, selection, and placement of employees are made to hire new employees for positions which best utilize their abilities and in which they will be able to achieve both personal satisfaction and an opportunity for growth.

All hiring is to be considered employment "at will," and no contractual employment exists between the employee and the Company unless specifically stated in writing in an employment agreement or contract separate from this Manual.

As much as possible, the inside recruitment process will be as follows:

1) Whenever possible or appropriate, job openings will be filled by promoting personnel from within the Company;

2) To the extent feasible, job openings will be posted for all personnel to see so that interested employees may apply for the positions, although their employment status may not necessarily guarantee that they will be hired for those positions;

As much as possible, the outside recruitment process will be as follows:

1) Advertisements will be placed in local newspapers, trade journals, college placement offices, and nurseries;

2) Phone inquiries will be screened using Company's checklist of questions to verify that caller meets the minimum requirements of the specific position in question.  For example, if the caller wishes to apply for a driving position the receptionist will ask if he/she has a current driver's license and will advise the applicant to bring a copy of his/her driving record to the interview.

3) If the caller "passes" the phone screening, he/she will be given an appointment for an initial interview with the supervisor for the position that is open;

4) Initial interviews will be kept brief and will:



a) Verify that the applicant meets the minimum requirements for the position, and that the applicant meets any legal or governmental requirements such as proof of citizenship or right to work (e.g., Green Card);


b) Determine the applicant's level of experience in similar or unrelated positions with other companies;



c) Assess the applicant's character by asking general questions about what the applicant expects from a job, how he/she feels about ongoing training and education in connection with a job, why the applicant left his/her previous place of employment, etc.

5) If  applicant meets approval of supervisor during initial interview, he/she will be given an appointment to meet with a manager for a second interview;

6) Second interviews will be conducted by the manager and will include:



a) Discussion of the future and goals of the Company;


b) Discussion of the future and goals of the Applicant;


c) Further assessment of the character of the Applicant;

7) Final interviews will be conducted by the supervisor if the manager concurs with the supervisor as to the suitability of the applicant for employment with the Company. During the course of the final interview the following will be verified:



a) The applicant's desire to secure this position;


b) The salary for the position;



c) The potential for advancement, into which positions, and over what period of time;


d) Legal documentation such as proof of citizenship or Green Card;



e) For all positions requiring physical labor, the applicant's appointment for a pre-employment physical examination to determine fitness-for-duty at the expense of the Company and by a Company-selected physician;


f) For all employees, the applicant’s appointment for a drug test at the expense of the Company and by a Company-selected physician;



g) The applicant's availability date to start work.

8) The Company will accept employment applications whether or not openings exist, will inform applicants if no openings exist, and will inform them that their applications will be kept on file for a period of one year;

POLICY NUMBER 407
Termination

In the event that it is necessary to terminate the services of an employee, the supervisor will either give notice to the employee, or will immediately terminate that employee's services. The Company may make a termination "effective immediately" in accordance with its "at will" employment status policy, or as required in the case of misconduct.

Whether the employee is terminated by the Company or voluntarily leaves employment, the Employee will be issued his/her closing paycheck no later than 72 hours from the time of termination.

When an employee gives or is given notice of termination, his/her supervisor will immediately:

1) Meet with the employee to discuss the termination;

2) Retrieve all Company property issued to the employee;

3) Collect records of all reimbursements due employee;

4) Collect the completed time card from the employee and submit it to payroll along with the necessary reimbursements requisition;

POLICY NUMBER 500
Attendance & Leaves Of Absence

The Company recognizes that the absence of an employee from his/her position, for even the shortest periods of time, can interfere with and/or in other ways have a direct affect on the efficient and organized management of his/her department, or in some cases, the entire Company. It is therefore the Policy of the Company to direct and monitor the attendance of its employees by setting the hours of work, meal and rest breaks, and making allowances for short leaves of absence under special circumstances or in accordance with Labor Laws.

POLICY NUMBER 501
Hours Of Work

It is Company Policy to establish working hours as required by work load, client needs, and the efficient management of personnel resources. Employees will be notified of any changes or seasonal variations in the regular work hours or work days.

Work schedules for each department are as follows:

Office: _____ am/pm to _________ am/pm Monday through Friday, 


with ____ hour lunch break.

Sales:  _____ am/pm to _______ am/pm Monday through Friday, with ____ hour lunch break.

Maintenance: 

1) Days:  _______ am/pm to _______ am/pm _____________ 



through __________, with _____ hour meal break.

2) Nights:  _______ am/pm to _______ am/pm _____________ 



through __________, with _____ hour meal break.

Installation:  _____ am/pm to _____ am/pm  Monday through Friday, 


with ____ hour lunch break.

Greenhouse:  _____ am/pm to _____ am/pm  __________ through 


______, with ____ hour lunch break.

Retail shop:  _____ am/pm to _______ am/pm  __________ through


________, with ____ hour meal break.

The normal work day shall consist of ____ consecutive hours of work with an unpaid meal period. Rest breaks, as dictated by Labor Laws, will be observed and are considered as time worked.

POLICY NUMBER 502
Leaves Of Absence

It is Company Policy to grant employees short or extended leaves of absence in the event of personal or family illness, personal injury, or family crisis. 

1) To be considered for a leave of absence an employee must complete one year of service with the Company;

2) Employees should request and receive approval of leaves of absence from their supervisors;

3) A short leave of absence is normally limited to 30 days;

4) If a leave is the result of illness, injury, maternity, or family leave, it may be extended up to 12 weeks while under the care of a physician;

5) The Company may refuse a request for a leave if such a leave will place "undue hardship" on the Company, except as otherwise required by law;

6) Following extended leaves under the Family and Medical Leave Act, the employee will be reinstated to his/her former position with the Company;

7) Following short leaves or leaves not covered under the Family and Medical Leave Act, the Company will attempt to offer job reinstatement to an employee, providing a position is available for which the employee is qualified;

8) Authorized short leaves of absence will not interrupt any Company-paid benefit programs such as health insurance plans;

9) Extended leaves beyond 12 weeks may result in cancellation of Company-paid benefit programs unless the employee wishes to continue the coverage at his/her own expense under COBRA;

10) Holiday pay and vacation accrual will not continue during a leave;

11) An employee who cannot work due to arrest and incarceration will be placed on an immediate, unpaid leave of absence or will be terminated;

12) When an employee is released on bail, his/her employment status will be discussed with the supervisor to determine whether his/her return to work would be consistent with the safe and efficient operation of the Company's business;

13) An employee who becomes pregnant should:



a) Notify her supervisor of her condition immediately upon discovery of the pregnancy to:




i.  insure that all necessary safety precautions are taken on the job to protect her and her unborn child; and,



ii. allow the Company to prepare for any maternity leave which she may want or require.



b) Submit to her supervisor a written physician's statement specifying the estimated delivery date and the estimated work stop date due to pregnancy or pregnancy disability;


c) Submit to her supervisor a written physician's statement if the delivery or work stop date should be changed.

14) Maternity leaves of absence will begin in accordance with the physician's statement. However, should the employee's attendance or quality of work be adversely affected by her pregnancy, the Company reserves the right to suspend the employee or take other appropriate measures to insure that work is completed.

15) Employees on maternity leaves of absence are subject to the same terms and conditions of any extended leave of absence, except as otherwise provided by law.

POLICY NUMBER 503
Meals & Rest Breaks

In accordance with the Labor Laws, the Company will provide one unpaid meal break and two paid rest breaks during every eight hour workday.

1) Meal breaks will be for a period of not less than 30 minutes and not more than _____ minutes;

2)Meal break must be taken not more than five hours following commencement of the work day unless employee works a six-hour day, in which case a meal break may be waived by mutual consent of employer and employee;

3) If an employee is not fully relieved of all duty while on a meal period, the meal period is counted as time worked and is therefore compensated at the regular hourly rate of pay;

4) All employees must take two mandatory, paid rest breaks which shall be taken as close as possible to the middle of each work period, unless the employee is employed less than 4 hours per day in which case there will be only one paid rest break;

5) The length of each rest break shall be no less than 10 minutes and not more than 15 minutes.

POLICY NUMBER 504
Punctuality & Attendance

It is Company Policy to encourage regular attendance and punctuality in employees as these positive habits contribute to the smooth and efficient operation of the business.

Since frequent tardiness can cause confusion and inconvenience to co-workers and interrelated jobs, an employee is expected to be at his/her work station, work area, maintenance account, or sales appointment at the prescribed starting time and immediately following rest and meal breaks.

If an employee is going to be late for work or to an appointment, he/she should give the office as much advance notice as possible so as not to inconvenience the Company or its clientele.

An employee who is not coming in should notify his/her supervisor of his/her intent to be absent from work as soon as he/she knows of the impending absence. Excessive absenteeism and habitual tardiness may lead to disciplinary action and/or termination.

An employee who is absent from work for two consecutive days without cause and without contacting the Company will be considered as having quit without notice.

POLICY NUMBER 600
Insurance & Bonding

The Company recognizes that insurance is important to the safe and sane conduct of any business and as such will maintain:

1) Automobile liability and collision insurance for all Company-owned or Company-leased vehicles of not less than the limits defined by law or the requirements established by the needs of the Company;

2) Disability insurance as defined by law;

3) General liability insurance as defined by the requirements of the Company, state contractor's licensing laws, and/or state established laws;

4) Medical/health insurance for the principal(s) of the firm and if a group plan, for all eligible (full-time, permanent) employees;

5) Unemployment insurance as required by law;

6) Worker's compensation insurance as required by law;

7) Bond (janitorial-type) in an amount that is consistent with the approximate amount of possible and probable loss in the client environment.

POLICY NUMBER 601
Automobile Liability

(Insert your company's automobile insurance information here. Consult your insurance agency for details on how this policy should be administered.)

POLICY NUMBER 602
Disability Insurance

(Insert your company's disability insurance information here. You may wish to consult your state agency if this policy is administered at that level. If you have a separate or supplementary policy, you should describe it here.)

POLICY NUMBER 603
General Liability Insurance

[OPTIONAL: This policy is optional because employees do not have any legal right to have this information] (Insert your company's general liability insurance information here. This coverage is extensive and should include, but is not limited to, umbrella, automobile (liability only), fire, theft, errors and omissions, and any contractor's insurance or bonding required by your state or local government. If you have more than one policy, divide this section into two or more policies numbered 603a, 603b, 603c, etc. Consult your insurance agent for details on how this policy should be administered.)

POLICY NUMBER 604
Medical/Health

(Insert your company's medical/health insurance information here. If you have more than one policy which administers to different groups of employees, divide this section into two or more policies numbered 604a, 604b, etc. Consult your insurance agent for any particulars which should be included in this policy pertaining to your coverage.)

POLICY NUMBER 605
Unemployment Insurance

(Insert your state or local government's policies for your area. Also insert your company's policies with regard to the processing and administration of unemployment benefits as may be required by law in your area.)

POLICY NUMBER 606
Workers Compensation Insurance

(Insert your company's workers compensation insurance information here. Remember that workers comp is payable for all employees as well as independent contractors. Consult your insurance agent for specific details on how your policy is to be administered.)

POLICY NUMBER 607
Janitorial Bonds

(Insert your company's bonding information here. Janitorial bonds are the kind most often used by service companies. Although bonds are often issued by insurance companies, claims against same are not processed or paid in the same way as regular insurance. Consult your insurance agent for specific details on how your bond is to be administered.)

POLICY NUMBER 700
Licensing

Employees are required to have all licensing that may be required for their position including, but not limited to, a valid driver's license and/or a valid pest control license or certificate.

It is Company Policy to at all times be properly licensed and certified as per governmental and other legal restrictions and regulations. The Company shall at all times maintain proper licenses and certificates for:

1) Business licensing in all cities, counties, and states in which the Company conducts its business;

2) Contractor licensing as required by the state law;

3) Pest control applicator licensing as required by agriculture department;

4) Automobile registration and driver licensing as required by the city, county, or state motor vehicle department;

5) Resale permit or license as required by the state;

6) Any nursery licenses required by the state or local governments for companies that hold nursery stock for sale;

7) Employer I.D. number as required by Federal government and the IRS;

8) State employer I.D. number, if required.

POLICY NUMBER 701
Business Licensing

(Insert all information pertinent to your city, local, or state business licensing. Consult the City Clerk or the Secretary of State's office for information on this kind of licensing as it pertains to your kind of business.)

POLICY NUMBER 702
Pest Control Licensing

(Insert all information pertinent to your state and county agriculture department's laws regarding pest control operator licensing. Consult your local agriculture department for specific details on how this policy should be administered.) 

POLICY NUMBER 703
Automobile Registration & Licensing

(Insert all information pertinent to the registration and licensing of your vehicles and those of your employees. Consult your local or state department of motor vehicles for specific details on how this policy should be administered.)

POLICY NUMBER 704
Contractor Licensing

(Insert all information pertinent to the licensing of contractors as required by your state or local government. Note that not all states require the licensing of contractors, but some states such as California, Washington, and Texas do.)

POLICY NUMBER 800
Company Vehicles

It is Company Policy to regulate the use of Company vehicles during the course of conducting business.  

1) All employees who are hired into driving positions must have a valid state drivers license and a clean driving record;

2) Employees who drive Company vehicles are expected to:



a) Treat the vehicles with care and report any mechanical problems to a supervisor immediately;


b) Use only those types of gas and oil that are recommended by the vehicle manufacturer;



c) Keep the vehicle clean or have it kept clean at the Company's expense and/or by an authorized agent of the Company;


d) Report to the appropriate authority every ____ months or __________ miles for service.

POLICY NUMBER 900
Personnel Forms

All of the items contained in an employee's personnel file are maintained in the strictest confidence, and the contents may not be revealed to any individual or entity outside of the Company, and may not be revealed to anyone within the Company other than those individuals who are authorized such access, and even then, only to those individuals on a "need to know" basis.

============================================================================

Job Description Format

JOB TITLE: __________________________________________

IMMEDIATE SUPERVISOR: (job title, not individual name)

REQUIREMENTS: (experiential details, educational details, physical details (e.g., strong back), good English skills, reliable vehicle, etc.)

PROVIDED BY EMPLOYER: (vehicle, small tools or supplies, etc.)

PURPOSE: (one sentence)

GENERAL RESPONSIBILITIES: (ones that all employees have, not position-specific tasks)

SPECIFIC RESPONSIBILITIES/ESSENTIAL FUNCTIONS: (job duties, not procedures)

============================================================================

EMPLOYMENT APPLICATION

PERSONAL INFORMATION

NAME _______________________________________________________    DATE _____________________

ADDRESS ___________________________________________________       SS# _____________________

CITY ______________________   STATE _____   ZIP ________________       DL# _____________________

PH-HOME (_____) ____________   PH-CELL (_____ ) ___________     E-MAIL ________________________

EDUCATION

COMPLETED    High School:   9   10   11  12     College:   1   2   3   4     DEGREE:   VA    AA    BA     MA    PhD

MAJOR(S) ______________________________________

HIGH SCHOOL __________________________________  CITY _______________________   STATE _____

COLLEGE ______________________________________  CITY _______________________   STATE _____

EMPLOYMENT HISTORY

1) FROM __________________ TO  _____________________   POSITION ___________________________

JOB DUTIES ______________________________________________________________________________

_________________________________________________________________________________________

COMPANY ______________________________________  CITY _______________________   STATE _____

SUPERVISOR ___________________________________   PHONE  (_____) ___________   EXT _________

2) FROM __________________ TO  _____________________   POSITION ___________________________

JOB DUTIES ______________________________________________________________________________

_________________________________________________________________________________________

COMPANY ______________________________________  CITY _______________________   STATE _____

SUPERVISOR ___________________________________   PHONE  (_____) ___________   EXT _________

3) FROM __________________ TO  _____________________   POSITION ___________________________

JOB DUTIES ______________________________________________________________________________

_________________________________________________________________________________________

COMPANY ______________________________________  CITY _______________________   STATE _____

SUPERVISOR ___________________________________   PHONE  (_____) ___________   EXT _________

4) FROM __________________ TO  _____________________   POSITION ___________________________

JOB DUTIES ______________________________________________________________________________

_________________________________________________________________________________________

COMPANY ______________________________________  CITY _______________________   STATE _____

SUPERVISOR ___________________________________   PHONE  (_____) ___________   EXT _________

5) FROM __________________ TO  _____________________   POSITION ___________________________

JOB DUTIES ______________________________________________________________________________

_________________________________________________________________________________________

COMPANY ______________________________________  CITY _______________________   STATE _____

SUPERVISOR ___________________________________   PHONE  (_____) ___________   EXT _________

OTHER BACKGROUND

COMPUTER OR OTHER SKILLS _____________________________________________________________

_________________________________________________________________________________________

HOBBIES & INTERESTS ____________________________________________________________________
Have you ever been convicted of a felony?   ____ YES   ____ NO

AUTHORIZATION

I authorize [INSERT YOUR COMPANY NAME] to contact the above employers and educational institutions to verify that the information on this form is accurate. I further agree to provide a copy of my driving record and, if I am going to be using my own automobile to perform the duties of my position, I will additionally provide proof of automobile insurance. I also agree to provide proof of my United States citizenship or my legal alien status, and I agree to submit to pre-employment drug testing and periodic drug testing as a condition of my employment.

______________________________________________________________     ________________________

APPLCANT’S SIGNATURE                                                                                    DATED

==============================================================================

New Hire Checklist

Employee: ________________________________________ Date:__________________

Applicant is applying for position of: _________________________________________

_____ Application was completed properly.

_____ Information on application verified.

_____ Verified driving record.

_____ Received proof of automobile insurance.

_____ W-4 Tax Withholding Form filled out

_____ Policy Manual given to employee

_____ Policy Manual Acknowledgment signed by employee

_____ Company insurance & benefits information provided to employee

_____ Proof of citizenship or legal alien status received

_____ Drug pre-screening test scheduled for _______________________

_____ Drug pre-screening test completed

Vehicle Information

MAKE: ________________ MODEL: ___________________   YEAR: __________  

REGISTERED TO: _______________________________________________________

INSURER ________________________ POLICY #_____________________________

Interviewer's Notes

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Hiring Information

Recommend for hire:  _____ yes  _____ no       Start date: _____________________________

Job title: __________________________________________  Starting wage: ___________/hr

Assigned to supervisor: _________________________________ Supervisor notified: ________ 

Signed ___________________________________________________

===================================================================================

JOB START LETTER

(Date)

(Name)

(Address)

City, State, Zip)

Dear (Name):

Welcome to (Company Name)! We look forward to having you on board as our (Job Title). This letter will serve as verification of the terms and conditions under which you have been hired.

We would like you to begin work on (Day & Date) at (Time). Your starting salary will be $_____/hr. Pay periods begin on the (Day of Month) and end on the (Day of Month). Time cards must be turned in by (Time) on (Day) and payroll is distributed every (Frequency and Day of week).

We (do/do not) require that you use your vehicle for work. Vehicle reimbursements are outlined in our policy manual of which you will have a copy.  

In addition to your salary we provide other benefits such as (List benefits).

Your supervisor is (Name) and you will report to (him/her) when you arrive for work on your first day.

We hope you will find your employment with (Company Name) to be a challenging one in an environment conducive to personal growth and success. Welcome aboard!

Sincerely,

(Name)
==============================================================================

PERSONNEL POLICY MANUAL ACKNOWLEDGMENT

I, ____________________________, have received, read, and understood the copy of the Company’s Personnel Policy Manual provided to me upon commencement of my employment with the Company. I was given an opportunity to ask a Company representative for clarification of any policies which I might not understand. 

I agree to follow and adhere to all of the policies as stated in this Manual, including the policies relating to my employment “at will.” I understand that “at will” employment means that the Company may terminate my services at any time, with or without cause, and that I may terminate my employment under the same circumstances. I agree that this Manual and its contents are not to be construed as contracts or as creating contractual rights of continued employment with the Company.

Signed __________________________   Dated __________________________

=============================================================================

Emergency Information

EMPLOYEE: _____________________________________________ DATE:______________

The following emergency information is provided on a voluntary basis but is recommended for the safety of all employees. You may fill it out in full or in part. The information is confidential.

IN THE EVENT OF AN EMERGENCY PLEASE CONTACT:

NAME: ______________________________________________________________________

RELATIONSHIP TO EMPLOYEE: ______________ Phone#: (day) (____)______-_________

PHYSICIAN: ________________________________ Phone#: (_____)______-____________

EMERGENCY MEDICAL INFORMATION

Medical conditions for which you have received treatment during the past two years or for which you currently receive treatment:

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Medications you are currently taking:

_________________________________________________, __________ mg per __________

_________________________________________________, __________ mg per __________

Allergies to medications, foods, chemicals, pollens, or other substances:

____________________________________________________________________________

____________________________________________________________________________

Do you wear contact lenses? _____ yes   ______ no     A hearing aid? ______ yes  ______ no

Are reasonable accommodations recommended by your physician so that you may perform the essential functions of your job? If so, please specify. 

____________________________________________________________________________

____________________________________________________________________________

Signed _______________________________________  Dated  ________________________                         


       (employee signature)
==========================================================================

Employee Materials Inventory

The following items have been issued to _________________________________ for use in performing services as an employee of the Company.  

	QTY
	DESCRIPTION
	DATE REC’D
	CONDITION
	DATE RET’D
	CONDITION

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


I understand and agree that all of the items listed above are the property of the Company and have been issued to me for use only in the performance of my duties for the Company. I agree to return them, in good condition, immediately upon termination of my employment with the Company.

__________________________________________________   ________________________

Employee Signature                

                               Date

=====================================================================

Employee Purchase Requisition

	QTY
	DESCRIPTION
	UNIT PRICE
	TOTAL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Wholesale prices are subject to change without notice.
	SUBTOTAL
	

	
	   %  SALES TAX                   
	

	
	TOTAL DUE
	


_____ Please deduct this total from my next paycheck.

_____ Please deduct one-half of this total from my next two paychecks.

_____ I am paying cash/check upon receipt of these items.

I agree to pay the above amount according to the method and terms as indicated above. I further agree that none of the above items will be used for commercial purposes or in any manner which would result in a conflict of interest between the Company and me.

______________________________________   _________________

Employee Signature   


       Date

I received  ____ cash   ____ check for the total amount due.

______________________________________   _________________

Inventory Clerk   



      Date

====================================================================

Employee Performance Evaluation

	EMPLOYEE:
	EMP ID#:

	HIRE DATE:        /        /
	POSITION:
	START PAY: $


	REVIEW:           /          /
	REVIEWER:

	
	EXC
	GOOD
	FAIR
	POOR
	COMMENTS

	Technical Skills & Knowledge
	
	
	
	
	

	Education, Certifications, Training
	
	
	
	
	

	Productivity & Organizational Ability
	
	
	
	
	

	Follow-ups & Completion of Paperwork
	
	
	
	
	

	Cooperation & Following Directions
	
	
	
	
	

	Safety On-The-Job & In Driving
	
	
	
	
	

	Attention to Detail
	
	
	
	
	

	Attitude, Morale, & Motivation
	
	
	
	
	

	Creativity & Initiative
	
	
	
	
	

	Communication & People Skills
	
	
	
	
	

	Honesty & Dependability 
	
	
	
	
	

	Attendance, & Punctuality
	
	
	
	
	

	Team Player & Leadership Skills
	
	
	
	
	

	
	
	
	
	
	

	RECOMMENDATIONS & ACTIONS TAKEN:



	By signing this Evaluation, Reviewer and Employee acknowledge that they have discussed this Evaluation.

REVIEWER:                                                                            EMPLOYEE:


	REVIEW:           /          /
	REVIEWER:

	
	EXC
	GOOD
	FAIR
	POOR
	COMMENTS

	Technical Skills & Knowledge
	
	
	
	
	

	Education, Certifications, Training
	
	
	
	
	

	Productivity & Organizational Ability
	
	
	
	
	

	Follow-ups & Completion of Paperwork
	
	
	
	
	

	Cooperation & Following Directions
	
	
	
	
	

	Safety On-The-Job & In Driving
	
	
	
	
	

	Attention to Detail
	
	
	
	
	

	Attitude, Morale, & Motivation
	
	
	
	
	

	Creativity & Initiative
	
	
	
	
	

	Communication & People Skills
	
	
	
	
	

	Honesty & Dependability 
	
	
	
	
	

	Attendance, & Punctuality
	
	
	
	
	

	Team Player & Leadership Skills
	
	
	
	
	

	
	
	
	
	
	

	RECOMMENDATIONS & ACTIONS TAKEN:



	By signing this Evaluation, Reviewer and Employee acknowledge that they have discussed this Evaluation.

REVIEWER:                                                                            EMPLOYEE:


	REVIEW:           /          /
	REVIEWER:

	
	EXC
	GOOD
	FAIR
	POOR
	COMMENTS

	Technical Skills & Knowledge
	
	
	
	
	

	Education, Certifications, Training
	
	
	
	
	

	Productivity & Organizational Ability
	
	
	
	
	

	Follow-ups & Completion of Paperwork
	
	
	
	
	

	Cooperation & Following Directions
	
	
	
	
	

	Safety On-The-Job & In Driving
	
	
	
	
	

	Attention to Detail
	
	
	
	
	

	Attitude, Morale, & Motivation
	
	
	
	
	

	Creativity & Initiative
	
	
	
	
	

	Communication & People Skills
	
	
	
	
	

	Honesty & Dependability 
	
	
	
	
	

	Attendance, & Punctuality
	
	
	
	
	

	Team Player & Leadership Skills
	
	
	
	
	

	
	
	
	
	
	

	RECOMMENDATIONS & ACTIONS TAKEN:



	By signing this Evaluation, Reviewer and Employee acknowledge that they have discussed this Evaluation.

REVIEWER:                                                                            EMPLOYEE:


	REVIEW:           /          /
	REVIEWER:

	
	EXC
	GOOD
	FAIR
	POOR
	COMMENTS

	Technical Skills & Knowledge
	
	
	
	
	

	Education, Certifications, Training
	
	
	
	
	

	Productivity & Organizational Ability
	
	
	
	
	

	Follow-ups & Completion of Paperwork
	
	
	
	
	

	Cooperation & Following Directions
	
	
	
	
	

	Safety On-The-Job & In Driving
	
	
	
	
	

	Attention to Detail
	
	
	
	
	

	Attitude, Morale, & Motivation
	
	
	
	
	

	Creativity & Initiative
	
	
	
	
	

	Communication & People Skills
	
	
	
	
	

	Honesty & Dependability 
	
	
	
	
	

	Attendance, & Punctuality
	
	
	
	
	

	Team Player & Leadership Skills
	
	
	
	
	

	
	
	
	
	
	

	RECOMMENDATIONS & ACTIONS TAKEN:



	By signing this Evaluation, Reviewer and Employee acknowledge that they have discussed this Evaluation.

REVIEWER:                                                                            EMPLOYEE:


====================================================================

Vacation or Leave of Absence Request

Employee Name:  ______________________________________________

I am requesting a _________________________ to be taken beginning on 

____________________ and ending on _____________________.

_____________________________________    _________________

Employee Signature



      Date

---------------------------------------------------------------------------------------------------------

_____  Approved as    ____ PAID    ____ UNPAID   

_____  Supervisor notified

_____________________________________    _________________

Personnel Manager Signature

                  Date

_____________________________________

Print Name
