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EMPLOYEE MANUAL

Type name here is the assumed business name registered in the State of Oregon to Type  name here.
Because it is not possible to anticipate all circumstances, this employee manual is designed to outline general policies of this farm.  It is not a contract.  Work at this farm is voluntary under the laws of the State of Oregon and termination can be given by the farm or employee without cause at any time.  Only Type name here has the authority to represent this farm.

revised 2009
WELCOME

This employee manual is provided so that you can become familiar with the policies, procedures, and programs at this farm.  If you have any questions, contact: Type name here
I.  HIRING

Hiring practices at this farm include the following considerations:  1) previous work history; 2) previous work experience in the tree fruit industry; 3) previous employer references; and 4) ability to perform jobs as described in the job descriptions.

New hires will need to complete the following forms:  job application, I-9 verification, and a W-4.  At hire date, employees will receive this employee manual describing the policies, procedures, and programs of this farm.

Only Type name here has the authority to hire employees for this farm.  No other employee may make any offer or representation about terms or conditions of employment.

II. PAYROLL

Employees will be paid twice a month.  Pay dates are the 1st and 16th.

Federal income taxes will be taken out of earned wages according to how many exemptions the employee claims on his or her W-4 form.  We are also required by law to deduct social security and medicare taxes.

Oregon state income tax is also deducted from your check.

Wage draws may be provided to employees when requested (no more than once a week), if that money has been earned.

III.  WAGES

Rates of pay begin at Type pay rate here.  Hourly rates are set depending on the experience of the employee, work to be performed, equipment involved, skill level required, and supervisory responsibilities.

Raises are given on a merit basis and are determined by an employee's work performance and length of employment.

Many of the jobs are on a contract basis.  These contracts include pruning and harvest.  Pruning is paid by the tree and harvest is paid by the bin, cherry bucket or tote.

IV.  REPORTING ON-THE-JOB INJURIES

If you are injured while working, you are required to report such accidents to your supervisor as soon as possible.  If an injury is such that your doctor will not allow you to work at your regular job, you must inform Type name here of any follow-up doctor appointments or doctors work instructions.  We may be able to provide you with other work that your doctor can approve.

Our workers compensation insurance is through Type insurance name here.

V.  TERMINATION POLICY

When an employee is terminated or resigns, he or she is required to leave the housing unit within 24 hours.
VI.  LAY-OFF POLICY

Employees who are laid off due to lack of work, will be required to leave the housing units within a 7 day period, unless work is expected to resume within a 4 week period of time.  This determination is made at the sole discretion of Type name here.
VII.  EMPLOYEE RESPONSIBILITIES

As an employee of this orchard, you have many important responsibilities that will help keep operations running smoothly.  These include:  1) Report any needed housing repairs; 2) Report any needed housing supplies such as light bulbs, soap, toilet  papers, etc.;  3) Report any on-the-job injuries as soon as possible; 4) Maintain the housing units and the grounds in a clean and safe condition; 5) Follow the rules posted in each unit (the same as in the manual);  6) Inform your crew leader or supervisor of appointments or illness which will keep you from your job; 7) Never ride on equipment or trailers except for the sole purpose of operation; 8) No children under 14 years of age are allowed in the orchard during work.

TERMS AND CONDITIONS OF HOUSING
VIII.  HOUSING POLICY
We provide free housing and utilities, according to availability, to employees.

Single family units, when available, are also provided rent-free, including utilities.  Residents of single family homes are required to pay for their own electrical use.  A copy of each month's electrical bill will be provided at the time of the payroll deduction for the electricity charges.

HOUSING IS PROVIDED ONLY TO EMPLOYEES OF THIS ORCHARD.  If you have a friend or family member who needs a place to stay for a short period of time, you must receive permission from  Type name here for that person to stay in your home.  A violation of this housing policy could mean immediate termination from your job and to vacate your unit within 24 hours.

We inspect the housing periodically and will see to any needed repairs.  It is expected that employees will keep their units, the bathrooms, and the grounds in a clean and safe condition.  If there are any problems in the units, please tell Type name here immediately.
IX.  HOUSING RULES
The following rules are posted in each unit.  You must follow them.  1) Do not alter the units in any way, such as removing screens from the windows or adding electrical outlets.  You must have permission before doing any alterations on your unit;  2) Do not throw grease in the sink; you will be charged for the cost of repair if sink drains are clogged;  3) Turn down the heat when you leave; 4) Please use the garbage dumpster outside by the driveway;  5) Please keep your unit clean.  Mops, brooms, buckets, etc. are in the bathrooms; 6) DO NOT turn the heat up past the red mark; 7) No overnight guests; 8) No pets; 9) It is your responsibility to keep the bathrooms clean.  Please, only toilet paper in the toilets.

X.  OTHER VISITORS TO YOUR HOME
In 1989, the Oregon Legislature passed a law that allows religious groups, medical providers and other non-profit groups to visit where you live.  These groups may not solicit money from you.  They may not enter your home unless you invite them in.  You have the right to ask them to leave at any time.

If you feel you are receiving too many of these visitors, please tell us.  We will call an employee meeting to decide how to minimize this disturbance.

XI.  FIRST AID PLAN
Emergency plans are posted in bathroom(s) and under the fire alarm.  Please read these posters to become familiar with them.
In case of emergency:  1) determine how many people are hurt; 2) administer first aid or locate a first aid trained person until professional help arrives; 3) use the nearest telephone to dial 9-1-1 and report the emergency;  4) tell them how many people are hurt; 5) tell them the address of the emergency; 6) tell them any other information they request.

The number of the nearest ambulance service is the Hood River City Ambulance Service, 9-1-1.  The nearest hospital is Providence Hood River Memorial Hospital, 386-3911.

XII.  SAFETY COMMITTEES
We hold quarterly safety meetings.
XIII.  SAFETY RULES
It is required that every employee will assume the following responsibilities for safety:  1) agree to observe all safety and health rules; 2) work in accordance with established safety and health rules; 3) report unsafe conditions and practices to your supervisor; 4) conduct work activities that will not endanger fellow workers; 5) do not undertake jobs that you do not understand or cannot physically perform; 6) report injuries and illness to Type name here.
XIV.  LOCATIONS OF IMPORTANT EMPLOYEE INFORMATION
State and federal posters are located Type location here.
Material Safety Data Sheets (MSDS) are located Type location here.
Fire extinguishers are located Type location here.
First aid kits are located Type location here.
Re-entry signs to the orchard are located Type location here.
Please check these signs for safe entry

XV.  TELEPHONE ACCESS
An emergency telephone is located at Type location here.
There is a public phone located at Type location here.






