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Dear Employee, 
 
I want to personally take this opportunity to welcome you to our family here at Cornerstone 
Lawn Services LLC. 
 
We are excited to have you become a part of our growing company, and we look forward to a 
long, mutually beneficial relationship together. 
 
As you will see, we are very serious about taking excellent care of our customers and our 
employees.  We genuinely believe it is the people with whom we work that makes our 
company special and unique. 
 
In the following pages you will read about how we do things here.  You will see how serious 
we are about doing things the right way.  We have worked very hard to create a detailed and 
helpful employee handbook and operations manual so you will be able to refer back to this 
book any time you have questions. 
 
It is the responsibility of each employee to read and understand this booklet.  If anything is 
not clear to you, please ask for an explanation from your immediate supervisor or the 
company’s manager. 
 
There is an acknowledgement form you must fill out and return to the office manager before 
your employment can officially begin.  Please remove that form, sign it, and turn it in. 
 
Once again, thank you for joining our team, and I look forward to working with you. 
 
Respectfully, 
 
 
Justin M. Francis 
Owner & Founder 
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COMPANY MISSION STATEMENT 
 
To enhance the beauty and value of our clients’ homes and properties while remaining in 
line with their budget and showing them an unmatched level of customer service in the 
process.  We will always focus on quality, doing our very best to give our clients the very 
best.  We will be professional in every aspect of our business.  We will continue to cultivate 
an atmosphere of team work with our employees as well as our clients and vendors. 
 
 
INTRODUCTION TO BUSINESS 
 
Landscape contracting and maintenance is labor (people) oriented.  Therefore, the success 
and growth of this firm and of the industry is totally dependent upon well-trained, well-
qualified, and satisfied personnel. 
 
 
ABOUT THIS HANDBOOK & OPERATIONS MANUAL 
 
This handbook and operations manual contains information about the employment policies 
and practices of Cornerstone Lawn Services LLC (“the Company”) in effect at the time of this 
publication.  All previously issued handbooks and any inconsistent policy statements or 
other documents are superseded, with the exception of any currently valid written 
agreements between an individual employee and the Company. 
 
The Company reserves the right to revise, modify, delete, or add to any and all policies, 
procedures, work rules, and benefits stated in this handbook.  No oral statements, 
agreements, or representations can change or alter the provisions of this handbook.  
Therefore, this handbook and operations manual sets forth the entire agreement between 
you and the Company as to the duration of employment and the circumstances in which 
employment may be terminated. 
 
Nothing in this employee handbook or operations manual or any other personnel document 
creates or is intended to create a promise or representation of continued employment for 
any employee. 
 
 
EMPLOYMENT AT THE COMPANY 
 
Employment at the Company is EMPLOYMENT AT WILL.  Under the “at-will” policy, neither 
you nor the Company is committed to continuing the employment relationship for any 
specific term.  Rather, the employment relationship will continue at will. Either side may 
terminate the relationship at any time, with or without cause and with or without notice.  
Also the Company retains the right to demote, transfer, change job duties, and change 
compensation at any time with or without notice and with or without cause in its sole 
discretion.  In deciding to work for the Company, or continuing to work for the Company, you 
must understand and accept these terms of employment. 
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EQUAL EMPLOYMENT OPPORTUNITY PRACTICES 
 
The Company is an equal opportunity employer and makes employment decisions based on 
merit.  Company policy prohibits unlawful discrimination based on genetic characteristics or 
information, race, color, creed, gender, gender identity, marital status, age, national origin, 
ancestry, physical disability, mental disability, medical condition, veteran status, sexual 
orientation, or any other consideration made unlawful by federal, state, or local laws.  The 
Company prohibits unlawful discrimination by any employee of the Company, including 
supervisors and co-workers. 
 
To comply with applicable laws ensuring equal opportunities to qualified individuals with 
disabilities, the Company will make reasonable accommodations for the known physical or 
mental limitations of an otherwise qualified individual with a disability who is an applicant or 
an employee unless it would create an undue hardship for the Company. 
 
 
UNLAWFUL HARASSMENT 
 
The Company will take all reasonable steps to prevent unlawful harassment from occurring. 
For any basis protected by federal, state, or local law, the Company will always comply with 
the law.  The Company’s anti-harassment policy applies to all employees and any 
independent contractor involved in the operations of the Company and prohibits harassment 
by an Company employee, including supervisors, co-workers, and independent contractors. 
 
The Company’s anti-harassment policy also protects employees from harassment by clients, 
vendors, or others doing business with the Company.  If harassment occurs on the job by 
someone not employed by the Company, the procedures in this policy should be followed as 
if the harasser were an employee of the Company. 
 
 
THE COMPANY’S COMPLAINT PROCEDURE 
 
Employees who believe they have been harassed on the job, including by persons doing 
business with or for the Company, must inform his/her direct supervisor or the President of 
the Company immediately.  The complaint should be in writing and include all details of the 
incident, names of the individual(s) involved, and the names of any witnesses. 
 
All incidents of harassment that are reported will be investigated even if the alleged victim 
expresses a desire that the Company not investigate.  If the Company determines that 
prohibited harassment has occurred, the Company will take immediate remedial action. 
 
 
FALSE CLAIMS OF HARASSMENT 
 
Any employee who makes a false claim of harassment will be disciplined according to 
Company policy. This could result in suspension with loss of pay or termination. 
 



	 6	

OPEN DOOR POLICY 
 
Your suggestions for improving the Company’s operations are always welcome.  You may 
occasionally have a complaint, suggestion, or question about your job, your working 
conditions, or the treatment you are receiving.  Please bring your suggestions, questions, 
and complaints to the company management. 
 
 
EMPLOYEE CLASSIFICATIONS 
 
Exempt Employees – these are generally salaried employees and fall into one or more of the 
following four classifications:  executive, professional, administrative, or sales and are 
exempt from the applicable provisions for state and federal wage and hour laws. 
 
Full-time / Seasonal Employees – these employees are regularly scheduled to work at least 
40 hours per week or more and are eligible for standard company benefits. 
 
Part-time / Seasonal Employees – these employees are regularly scheduled to work less 
than 40 hours per week and are not eligible for standard company benefits. 
 
Contract / 1099 Employees – these workers are contracted and have a predetermined start 
date of employment and are not eligible for benefits.  All 1099 contractors must provide 
proof of general liability insurance and all other necessary documents when working for the 
Company. 
 
*Note:  All written contracts between the Company and any worker or entity terminates at 
the end of the term of the contract unless expressly extended in writing. 
 
 
JOB DUTIES 
 
Your supervisor or division leader will explain your job responsibilities and the standards 
which will be expected.  Because flexibility is necessary, your job responsibilities may change 
at any time during your employment.  In addition to your regularly assigned job 
responsibilities and duties, from time to time, you may be asked to work on special projects 
or to assist with other work important to the operation of the Company.  Your cooperation 
and assistance in performing additional work is expected.  The Company reserves the right, 
at any time, with or without notice, to alter or change job responsibilities, reassign or 
transfer job positions, or assign additional job responsibilities. 
 
SENIORITY 
 
New employees are to be considered on probationary status for the first ninety (90) days of 
employment.  At the conclusion of said period, an employee’s length of continuous service 
shall serve the purpose for seniority.  Crew leaders have higher seniority over general 
laborers, and foremen shall have higher seniority over crew leaders. 
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PERFORMANCE EVALUATIONS 
 
During the first 90 days after being hired, an employee is considered to be on probation.  
After the 90-day period, a performance evaluation will be completed and a determination 
will be made whether or not the employee will continue working for the Company. 
 
Your first performance evaluation (following the first 90-day evaluation) will be made after 
you complete 12 months of continuous employment.  After the review, you will receive a bi-
annual performance evaluation on or about the anniversary date of your employment with 
the Company or as deemed necessary by the Company.  The frequency of performance 
evaluations may vary depending upon such factors as length of service, job position, past 
performance, changes in job duties, or recurring performance problems.  Increases in pay, if 
any, are solely within the discretion of the Company and depend upon many factors in 
addition to your individual performance. 
 
 
WORKING HOURS 
 
Your starting time is 7:00 a.m., Monday through Friday (and sometimes on Saturday) unless 
otherwise directed.  Employees MUST arrive at the business location with all needed items 
for the day and be ready to depart the shop by 7:05 a.m.  The conclusion of the day will 
depend upon the work provided.  From time to time, your division leader or the President 
may provide a later start time, but you will be notified in advance.   
 
 
LUNCH BREAK AND OTHER BREAKS 
 
The crew with which you are working will be provided a 30-minute unpaid meal period.  You 
are expected to bring your own lunch and beverages with you.  Under no circumstances are 
you or members of the crew with which you are working permitted to stop at convenience 
stores, fast food places, restaurants, etc., during working hours until your lunch break.  
Lunch break is mandatory. 
 
Employees are also provided TWO ten-minute breaks throughout your workday.  One should 
be taken before lunch break and the other after lunch break.  These break periods are the 
only times you are allowed to smoke a cigarette while working.  If you are seen smoking 
during work hours, (other than break time), you will be subject to discipline.  DO NOT smoke 
on customers’ properties nor in company vehicles.   
 
 
OVERTIME 
 
As necessary, employees may be required to work overtime.  All overtime work must be 
previously authorized by the division leader in writing.  Non-exempt employees will be paid 
time and one-half for work time that exceeds 40 hours during the scheduled work week.  
Exempt employees are not eligible for overtime. 
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HOLIDAY HOURS 
 
Not often, but perhaps, an employee will be asked to work on a holiday.  Non-exempt 
employees will be paid time and one-half for work on a holiday. 
 
 
TIMEKEEPING 
 
Upon arrival at the business location, employees are required to clock in arrival time on the 
time clock.  Upon arriving back to the business location at the end of the work day, 
employees are required to clock out.  No other person or employee is permitted to fill out or 
amend your time sheet.  Insufficient data on the time sheet may result in no payment for 
that date and potential disciplinary action. 
 
Your work start time is when you have arrived ready for work.  It cannot include time at the 
shop when you are not ready to work; for example:  putting on uniform and/or work shoes, 
smoking before your day begins, talking to your friends.  Do NOT clock in UNTIL you are 
ready to commence work. 
 
Your end time is when your work is finished for the day.  It cannot include time that you sit 
and chat with fellow employees, your bathroom break, a sit-down break when you use your 
phone, etc.  You are welcome to do all of these things AFTER you have clocked out for the 
day. 
 
 
PUNCTUALITY AND ATTENDANCE 
 
Employees are expected to report to work every day as scheduled, on time and prepared to 
work.  We prefer you report approximately 5-10 minutes early so we can confirm your 
attendance and schedule you to a crew.  Employees are also expected to remain at work for 
their entire work schedule, except for 30 minutes for lunch.  Lunch break is mandatory. 
 
Excessive tardiness or absenteeism, excused or not, will not be tolerated. 
 
If you fail to report for work without any notification to your division leader and your absence 
continues for a period of three days, the Company will consider that you have abandoned 
your employment and have voluntarily terminated. 
 
Due to the industry in which we work, some projects, meetings, and events may come up 
last minute and will require your attendance if requested by management. 
 
 
PAYMENT OF WAGES 
 
Beginning March 1, 2018, wages are paid every Friday at 4 p.m.  If payday falls on a holiday, 
employees will be paid on the preceding workday. The Company, under no circumstances, 
permits advances against pay checks. 
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PAID-TIME-OFF OPTIONS 
 
*Effective January 1, 2018, the Company will implement a new PTO program.  If an 
employee works a full 8-hour day, then he/she is awarded 30 minutes into their PTO 
account.  In essence, if you work 80 8-hour days, then you would qualify for a full week’s 
paid vacation.  Keep in mind, however, that paid sick days will be deducted from your 
accrued amount.  Also keep in mind that this program will return to -0- beginning every 
January 1st.  Therefore, you must use it, or you will lose it. 
 
 
SNOW POLICY 
 
*Effective January 1, 2018, the Company will implement a new snow policy for those 
employees who work in our snow removal division.  You may choose to keep your hourly 
wage and be paid time-and-one-half for nighttime hours (6pm-6am); or you may choose to 
be paid a flat fee for snow removal regardless of the hours of labor.  Please see office 
manager or your immediate supervisor for more information regarding the flat fees. 
 
 
CONDUCT 
 
It is not possible to list all the forms of behavior that are unacceptable in the work place, but 
the following are some examples of conduct that will not be tolerated and may result in 
disciplinary action, including immediate termination of employment: 
 

- Theft of company property 
- Falsification of time-keeping records 
- Working under the influence of drugs or alcohol 
- Possession, distribution, sale, transfer, use, or being under the influence of 

alcohol or illegal drugs in the work place or during work hours 
- Fighting or threatening violence 
- Boisterous, disruptive, or dangerous behavior 
- Carelessness that leads to destruction of Company property or customer property 

or which could risk the safety of other employees or the public 
- Insubordination or disrespectful behavior on Company property or customer 

property 
- Violation of safety and health rules of the Company 
- Smoking during work hours (proper smoke breaks and lunch break are 

acceptable) 
- Sexual or other unlawful or inappropriate harassment or discrimination 
- Possession of dangerous and unauthorized materials such as explosives or 

firearms 
- Excessive tardiness or absenteeism 
- Violation of any state, local, or federal laws 
- For drivers, NO CELL PHONE USAGE allowed while driving 
- For drivers, speeding is not tolerated. 
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This statement of prohibited conduct does not alter the Company’s policy of employment at 
will. 
 
 
OFF-DUTY CONDUCT 
 
Employees are expected to conduct their personal affairs in a manner which does not 
adversely affect the Company’s integrity, reputation, or credibility.  Illegal off-duty conduct on 
the part of the employee which adversely affects the Company’s business interests or the 
employee’s ability to perform his or her job will not be tolerated. 
 
 
SOCIAL MEDIA 
 
The Company realizes that many people in today’s society are active on social media, and 
the Company respects what employees do on their personal time.  However, the Company 
will not tolerate any false or misleading information being disseminated on social media 
about the Company, its management, or any of its employees, nor will it tolerate any bullying 
or disparagement of the Company, its management, or any of its employees on social 
media. 
 
 
ZERO TOLERANCE FOR VIOLENCE 
 
Acts or threats of violence, including intimidation, harassment and/or coercion, which 
involve or affect the Company, its employees, vendors, or customers will not be tolerated 
and will result in immediate termination of employment. 
 
 
ZERO TOLERANCE FOR DRUGS AND ALCOHOL 
 
Possession, use, or being under the influence of alcohol or illegal drugs or a controlled 
substance while on the job is prohibited.  Driving a company vehicle or your own vehicle for 
company related matters while under the influence of drugs or alcohol or a controlled 
substance is prohibited.  Distribution, sale, purchase, or transfer of an illegal drug or a 
controlled substance is prohibited.  Any violation of these standards of conduct will result in 
immediate termination and the Company has the right to bring the matter to the attention of 
the appropriate law enforcement authorities. The Company reserves the right to conduct 
searches of Company property and to implement other measures necessary to deter and 
detect abuse of this policy.  The Company reserves the right to perform randomized drug 
testing to any single employee at any time. 
When an employee is asked to take a drug test, he/she is required to go directly to the drug 
testing facility without delay unless told otherwise. 
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BACKGROUND CHECKS AND INVESTIGATIONS 
 
The Company must maintain a safe and productive workplace with honest, trustworthy, 
qualified, reliable, and non-violent employees who do not present a risk of serious harm to 
their co-workers or others.  To that end, the Company may request that you authorize either 
the Company or a third party to perform a “background check” or other type of investigation.  
This could include the use of consumer reporting agencies and gathering information such 
as credit standing, credit capacity, character, general reputation, personal characteristics, or 
mode of living, criminal record checks, court record checks, driving records, education 
history, employment history, etc. 
 
Employees are expected to cooperate fully with this policy.  Failure to cooperate or 
intentional dishonesty or any attempt to interfere with the Company’s implementation of this 
policy will result in discipline, up to and including termination of employment. 
 
 
PROGRESSIVE DISCIPLINARY ACTION POLICY 
 
1st offense -- A verbal warning 
2nd offense -- A written notice 
3rd offense – A 2nd written notice / probationary period discussion 
4th offense – 3-day work dismissal with no pay or employment termination 
 
*Please note:  certain employee actions will result in immediate termination, and the 
Company’s Progressive Disciplinary Action Policy in no way alters the employee’s “at will” 
status. 
 
 
VOLUNTARY TERMINATIONS 
 
If you decide to leave your employment with the Company, we ask that you give us at least 
two weeks written notice. All property owned by the Company (vehicle, keys, uniforms, credit 
cards, etc.) must be returned at the time of termination. 
 
 
TIME OFF REQUESTS 
 
Employees must request “time off” at least 10 days in advance for scheduling logistics 
unless of an emergency.  We request that if you’re scheduling vacation time that you notify 
management at least 2 weeks in advance. Exempt employees (salary) should follow your 
employment contract in regards to “time off”.  Seasonal employees are granted 5 days 
authorized “time off” throughout the season before disciplinary action is rendered. 
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ILLNESS 
 
If you are unable to report to work for a scheduled work day due to illness, you must call the 
office at least two hours before your scheduled start time.  Employees must also indicate to 
their division leader how long they intend to be absent from work if more than one day.  A 
doctor’s note is mandatory after 2 consecutive days absent from work.  Seasonal employees 
are granted 5 “sick days” throughout the season before disciplinary action is rendered. 
 
 
RAINY DAYS 
 
Employees will be notified at least forty-five minutes prior to the start of the normal workday 
whether work will be scheduled for the day.  When work is postponed due to weather, work 
may need to be rescheduled for a Saturday to complete the week’s schedule.  If a day is 
missed due to weather, you MUST plan on working another day, if needed. 
 
 
WORKERS COMPENSATION DISABILITY LEAVE 
 
The Company will grant a workers’ compensation disability leave to employees with 
occupational illnesses or injuries in accordance with state law and compliance with this 
employee manual as determined by the Company.  As an alternative, the Company will try to 
reasonably accommodate such employees with modified work. 
 
Employees must report all accidents, injuries, and illnesses – no matter how small – to the 
President of the Company within 24 or 48 hours.  In addition, employees must provide the 
Company with a certification from a health care provider. 
 
Workers’ compensation disability leave is not compensated. 
 
 
DRESS CODE 
 
Upon starting employment with the Company, you will be provided with 3 plain t-shirts.  After 
your 90-day review, you will be provided with 3 company t-shirts and 1 company sweat shirt.  
You must provide your own pants which must be khaki or tan, unless you do not have any 
then we can help provide a pair for you.  Company shirts/sweatshirts/jackets must be worn 
as the outer layer.  Your pants must be long pants (no shorts allowed) and cannot have 
noticeable stains, tears, or holes.  You must also provide your own boots.  They must be 
brown and at least ankle-high.  Your clothing should be washed and clean when working.  At 
NO time while working are you allowed to remove your clothing (i.e., working shirtless). 
 
 
FACILITY 
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All employees are responsible for the organization and neatness of the facility.  All garbage 
should be thrown away daily, all tools and parts should be placed in the proper designated 
locations, and the facility should be locked and secure at the end of each business day.  
Only certain employees have access to the facility during non-working hours.  If you want to 
use the facility for some reason and do not possess a key, please contact your division 
leader for permission. 
 
There are designated parking areas outside of the facility.  Please do not park your own 
personal vehicle in a location that could disrupt the access for trucks or trailers. 
 
Once a month, the entire company will engage in cleaning the facility inside and out.  This 
will be on working time and your division leader will let you know what tasks your crew has 
been given to perform. 
 
There are designated areas where safety and first aid kits are available and fully stocked 
inside the facility.  Become familiar with these locations and always use the first aid kits 
when necessary. 
 
 
TRUCKS 
 
Currently the Company has several vehicles that are used for providing our services.  These 
trucks range from small pick-up trucks to large dump trucks. 
 
These company vehicles are only to be used for Company business unless otherwise given 
permission by the President of the Company. 
 
All Company vehicles will be properly maintained for safety and appearance by all 
employees.  Each crew will be responsible to maintain the truck that they use on a regular 
basis.  This will include cleanliness inside the vehicle, the outside of the vehicle, as well as 
making sure all fluids are properly topped off, tires have proper amount of pressure, and if 
anything is in need of repair (brakes, oil change, etc.), then the employees must notify their 
division leader in writing. 
 
All employees who drive company vehicles must have a valid driver’s license.  All employees 
must wear their seat belts at all times and obey all traffic laws without exception.  
Employees who drive company vehicles are also expected to drive courteously as well. 
 
Every company truck is equipped with a first aid kit.  Make sure the first aid kit is always 
properly stocked with necessary supplies. 
 
If there is an accident involving a company vehicle, it must be reported immediately to the 
division leader.  All vehicle registration and insurance information is located in an envelope 
in the glove compartment of the vehicle. 
 
TRAILERS 
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The company also has several trailers that range in size and type, some open trailers, others 
enclosed. 
 
These company trailers are only to be used for Company business unless otherwise given 
permission by the President of the Company. 
 
All company trailers will be properly maintained for safety and appearance by all employees.  
Each crew will be responsible to maintain the trailer that they use on a regular basis.  This 
will include cleanliness inside the trailer, the outside of the trailer, as well as making sure 
tires have proper amount of pressure and if anything is in need of repair (brakes, new locks, 
etc.), then the employees must notify their division leader in writing. 
 
All employees who drive company trailers must have a valid driver’s license.  All employees 
must obey all traffic laws without exception.  Employees who drive company trailers are also 
expected to drive courteously as well. 
 
When hooking up a trailer to a truck, make sure all components are attached properly, 
including chains, light cables, and that the ball is secured properly. 
 
When hauling a trailer, make sure the trailer itself and all loads are secure and safe. 
 
 
EQUIPMENT 
 
The Company has a wide variety of equipment, including different sized lawn mowers, hand-
held equipment, blowers, leaf vacuums, and more. 
 
It is imperative that all equipment is handled with the utmost care.  Safety is the first priority 
when handling equipment.  Second to safety is the care and well-being of each piece of 
equipment. 
 
Learn how to use each piece of equipment during your initial training sessions with your 
division leader.  Do not use equipment until you are certain you know how to start it, stop it, 
and use it effectively and safely. 
 
All equipment must be maintained on a regular basis.  There is a schedule for the 
maintenance and upkeep of equipment.. However, if you notice a piece of equipment is not 
operating correctly, notify your division leader immediately. 
 
All equipment should be kept clean.  Oil levels should be checked daily. 
 
Blades for all lawn mowers should be changed weekly with newly sharpened blades. 
 
 
SAFETY 
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Our company is very serious about providing a safe working environment for our employees 
and those with whom we work. 
 
First and foremost, if there is an accident or a dangerous situation, do not hesitate – call 
911 immediately. 
 
Any and all accidents, injuries and illnesses, must be reported immediately so that proper 
care can be provided and an assessment of the injury/accident can be made. 
 
If you ever feel a safety issue exists, please report it immediately to your division leader so 
that a change can be made to the situation. 
 
Work cautiously to avoid harming or injuring others around you, as well as public property or 
our customer’s property. 
 
While working with engine powered equipment, all employees must wear protective eye and 
ear protection – no exceptions.  These safety materials can be provided for you upon 
request. 
 
Make certain you use proper lifting techniques and never lift anything alone that requires 
more than one person to lift. 
 
Upon employment, the Company will provide each employee with one pair of safety glasses 
and one set of ear protection.  If lost or damaged, the employee will be responsible for 
providing his/her own safety gear.   
 
We recommend all employees wear sunscreen protection. 
 
Never put yourself or a co-worker in a dangerous working situation.  Consult the division 
leader if you feel that something needs done but could be dangerous to perform. 
 
 
DEALING WITH CUSTOMERS AND THE PUBLIC 
 
Please keep in mind that you are a representative of our company.  When you are working in 
the field, it is necessary that you are polite and professional at all times.  When a customer 
wants to speak with you, turn off all equipment and remove ear and eye wear.  Never argue 
with a customer.  Listen to their complaint and assure them it will be reported immediately.  
If a customer asks a question you cannot answer or do not feel comfortable answering, refer 
them to the office phone number. If someone becomes angry or aggressive with you, do not 
engage in an argument.  Apologize, back away, and direct them to call the office if they want 
to speak to someone. 
 
COMMUNICATION 
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Every day each crew will be provided with a description sheet of the work they are expected 
to perform. These sheets will be detailed and exact.  However, if you are unsure of 
something or how something should be handled, contact your division leader and ask. 
 
Any time there is a problem or question about anything pertaining to your employment, the 
first person you should approach is your division leader.  If you do not feel the division leader 
can resolve the issue or answer your questions, contact higher management of the 
company. 
 
If you have your own cell phone with you, and you need to answer an important phone call, 
you are permitted to do so.  However, personal cell phone use should be kept to an absolute 
bare minimum during working hours.  If the crew leader finds that you are on your cell phone 
too much throughout the day, they reserve the right to tell you to put it away, and/or he/she 
will report this to management for disciplinary action. 
 
Each crew normally consists of three people.  Each crew member shares in the 
responsibilities of the crew.  If you have an issue or problem with your crew member, report 
it to your division leader. 
 
If you are unsure of anything, it is always the best practice to call your division leader or the 
office for confirmation. 
 
 
COMPANY MEETINGS 
 
Every week, there will be a company meeting at the facility.  All employees are expected to 
attend the meeting.  The meeting will be held by the Company President or management 
team.  The meetings will reaffirm our position on safety, quality, and professionalism.  If you 
have a question or suggestion you can add your input during the meeting.  We also use the 
meeting each month to recognize special accomplishments of the company and individuals 
within the organization.  These meetings are mandatory and usually last 15-30 minutes. 
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ACKNOWLEDGEMENT AND AGREEMENT 
 

This is to acknowledge that I have received a copy of the Company’s Employee Handbook 
and Operations Manual, and I understand that it sets forth the terms and conditions of my 
employment as well as the duties, responsibilities, and obligations of employment with the 
Company.  I understand and agree that it is my responsibility to read and familiarize myself 
with the provisions of this handbook and to abide by its policies.  If I do not understand any 
Company policy or procedure, I understand that I should address any questions to the 
President of the Company. 
 
I understand and agree that this handbook, in whole or in part, is not a contract of 
employment, nor is it evidence of a contract between the Company and me. 
 
I also acknowledge that, except for the policy of at-will employment and any current valid 
written agreement between me and the Company, including any collective bargaining or 
alternative work schedule agreement, the terms and conditions set forth in this handbook 
may be modified, changed, or deleted at any time provided such changes are in writing and 
approved by the President of the Company. Any agreement between the Company and me of 
any kind pertaining to any term or condition of my employment or its termination must be in 
writing. 
 
I also acknowledge and agree that my employment with the Company is not for a specified 
period of time and can be terminated or modified at will any time for any reason, with or 
without cause or notice, by the Company. No one in the Company has made any statements 
to the contrary to me, and I acknowledge that no oral statements or representations 
regarding my employment by anyone in the Company can alter the foregoing. My at-will 
employment status can be changed in writing only by the President.  No other 
communications to me, whether oral or in writing, can constitute nor be evidence of any 
contract of employment for an specified period of time. 
 
I agree that, except for any complaint of harassment or discrimination that I may have 
currently pending as of the date below, from my first date of employment I have had no 
cause to complain about discrimination or harassment.  I acknowledge that at all times I 
have been fully aware of the Company’s procedures for addressing such complaints.  I also 
agree that, with regard to any such complaints I may have made before the date below, they 
have been resolved to my satisfaction. 
 
Employee’s Name (printed): ______________________________________________________ 
 
Employee’s Signature:  __________________________________________________________ 
 
Date Signed by Employee: _______________________________________________________ 
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IMPORTANT CHANGES TO EMPLOYEE HANDBOOK EFFECTIVE AUGUST 20, 2018. 
 

*There is to be NO picking up of employees AFTER clocking in.  It is each employee’s 
responsibility to find transportation to and from work and to clock in on time.  Anyone 
clocking in and then leaving the shop to go pick up another employee will be written up. 
 
*Mowing Crews:  You are to fuel your trucks and mowers upon returning to the shop each 
evening.  There is to be no more fueling up in the morning.  Your truck and mowers should 
be ready to leave the shop promptly at 7:00 each morning. 
 
*Mowing Crew Leaders:  You are to be the LAST person in the truck before leaving job site.  
You are to inspect the work done, make sure all tools are loaded, and all crewmen are ready 
to leave.  If the office gets a complaint from the customer, we hold the crew LEADER 
responsible. 
 
*New hours—Mowing Crew Leaders are to arrive between 6:15 – 6:30 and clock in NO 
LATER than 6:30.  You will be given the route sheet which will list who is on your team for 
that day.  It is your responsibility to seek out your crew members and update them on the 
work for the day.  You are to have your trucks ready and be pulling out of the parking lot no 
later than 7:00 a.m.  
 
Mowing Crew Members are to arrive between 6:45 – 7:00 and clock in NO LATER than 7:00.  
DO NOT ask Justin what you are doing that day.  Your crew leader will seek you out and 
make sure you are in the appropriate truck.  If you are not clocked in by 7:00, you are tardy 
and must forfeit a day’s work.  It is your responsibility to get to work on time every day. 
 
Landscape Crew Leaders are to arrive between 6:45 – 7:00 and clock in NO LATER than 
7:00.  You will be given the route sheet which will list who is on your team for that day.  It is 
your responsibility to seek out your crew members and update them on the work for the day.  
You are to have your trucks ready and be pulling out of the parking lot no later than 7:30 
a.m.  
 
Landscape Crew Members are to arrive between 7:15 – 7:30 and clock in NO LATER than 
7:30.  DO NOT ask Justin what you are doing that day.  Your crew leader will seek you out 
and make sure you are in the appropriate truck.  If you are not clocked in by 7:30, you are 
tardy and must forfeit a day’s work.  It is your responsibility to get to work on time every day. 
 
*New Rule:  ALL CREW LEADERS call the office and report in during lunch break.  Mowing 
Crews report to Sherri and Landscape Crews report to Kelli.  Doesn’t have to be a long call.  
Just let us know where you are on the route sheet, any problems, expected time of 
completion, for example. 
 
*If you damage our customers’ property in any way, shape, or form, you are to call the office 
IMMEDIATELY and report it.  You are to take pictures of the damage and document exactly 
how it happened.  
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*We are seeing way too many absences among the crews.  One day, we had 7 absences 
and another day we had 5.  If you are the only one on your crew and everyone else is absent, 
it can be strenuous on your work flow.  Imagine having to mow Willow Springs alone!  
Therefore, we are implementing a new TIME OFF REQUEST procedure.  If you would like to 
request a day off, you must fill out the Time Off Request form and have it approved by a 
Division Leader and the Office Manager.  If more than one person requests that day off, then 
someone will not be approved.  The handbook states that you must request this at least 10 
days in advance (2 weeks if it’s vacation time). 
 
If you are sick, please notify the office manager at least two hours prior to your start time.  If 
you miss two consecutive days for sickness, you must bring in a doctor’s note. 
 
If you miss more than 5 days throughout the year, you will be written up. 
 
For each day you miss, an hour will be deducted from your PTO. 
 
 

I have read and understood the Handbook Revisions. 
 
 

__________________________________________________	
Signature 

 
 

__________________________________________________	
Printed Name 

 
 

__________________________________________________	
Date 

  



	 20	

PTO GUIDELINES 
 
*For each 8-hour day you work, ½ hour is placed in your PTO Bank. 
 
*You cannot “cash in” PTO hours for pay. 
 
*When you miss a day of work that is not pre-scheduled time off (whatever the reason), 1 
hour is deducted from your PTO Bank.  Whether this day is considered “approved” or 
“unapproved” depends upon the reason for the absence. 
 
*If you have an excused and approved day off during the work week, you will get paid for 
that day PROVIDED THAT THE ADDITIONAL 8 HOURS DOES NOT RESULT IN OVERTIME PAY. 
 
*PTO can be given in 8-hour increments ONLY.  (This does not apply to the leadership team.) 
 
*PTO WILL BE given automatically for an excused and approved day off (including a holiday) 
UNLESS you specifically ask otherwise. 
 
 


