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13224 E. ASHCROFT




       PHONE:   (559)  875-1847

SANGER, CA.. 93657

                     

       FAX:        (559)  875-1427

C-29- LIC. # 814205                                                                      MOBILE: (559)  259-3574

EMPLOYEE HANDBOOK                                                                          

General Working Hours:
Start times will varying from job to job, and season to season but generally 

7: 00 am. –  3:30 pm is the benchmark starting point.

It is expected of each employee to work 8 hrs. per day when possible, if it is in above 100 degree temperatures or foggy conditions, then exceptions can be made, but earlier start times  and later finish times should also be considered and made.  

Working weekends and holiday’s, is generally up to each employee, from time to time I maybe necessary that you will have to work a weekend or holiday but that is the exception not the rule. 

Payday: Payday is every Friday, Time is turned in daily , on Thursday your time is recorded and checks are made out on Friday, you can pick them up at the office or they will be brought out to you on the job site, also from time to time we leave them at the yard for you to pickup when you return in from the field Friday afternoon. The pay week is from Friday thru Thursday.  Be sure to call in your time daily to avoid payroll delays  

Over time policy:

We as a rule do not work overtime, but if you decide to or job conditions demand you to work overtime then your hours are generally saved ( I make a note in your electronic employee file )  for a week when you do not have a full 40 hrs. worked. at that time ( I check your electronic employee file to see if  you have any hours saved )  If you do I  will automatically include them in your check. 

Rain day’s:

Rain day’s are generally taken off  at the real time discretion of the foreman on the job, it will be required that the foreman notify Rusty Gerber of his intentions early  on that day ( as soon as possible. ) so he can have the opportunity to dismiss or disburse employees elsewhere for the day. 
Paid holidays and personal days:

There are no paid  holidays, or personal day’s.

Sick leave:

There are no paid sick day’s , all illnesses or day’s off you will be required to call in the office at the earliest possible time ( before you are expected to be at work ) and let us know ( leave message if no one answers )  that you will not be at work that day, also before the end of that day call back to report on how you are feeling so plans can be made for the following day. 

Travel time / per diem pay:
We generally as a rule don’t call it  travel time,  we will however generally pay you per diem pay, - kind of one of the same but taxed differently, if you are working out of town as far south as Bakersfield and as far north as Modesto you will receive $45.00 per day per diem pay, this is for you to use on meals and a room or consider it time and gas.  You will receive this in a separate check on the next regular pay day. 
Out of pocket reimbursements:
From time to time you may have to purchase something to continue work that is not considered a personal tool, or something of this nature. Keep receipts and turn them in to Rusty Gerber. if eligible he will reimburse you with a check on regular pay day. 
Time Card: 
Since your time card is kept electronically , Your hours worked each day should be called into the office at the end of each day’s work, 

( hours worked and job name ) if there is more than one person on the job the person in charge of the job will be the person to call in everyone’s hours, if you want to call in your own hours or worked extra hours that day for any reason 

( picking up material for the next day, or spent more that the 15 min. loading the truck , ect.  )  then feel free to call in your own hours.  
Vacation time:

Vacation time is generally agreed to when job schedules allow it, if you have a family or traditional yearly event you usually attend by all means give us plenty of notice and we will make every attempt to make that happen for you.  As for just time off, for appointments ect. please give me as much advance notice as possible, and remind us as the date draws close.  Vacation time is not paid time. 

Dress code:

It is expected that each employee wear proper clothing at all times during work. This is including but not limited to. Work boots, pants, shirt, eye protection ect.
Also, ear protection and hardhats , life lines, ect. will also be required from time to time 

Salary and performance reviews:
These are usually but not always done informally and at the end of each year, I may or may not inform you that you will receive a raise at the beginning of the year, but if you get a raise it is usually but not always, started on the first check in January. 

Health and medical benefits: 
We have a reimbursement policy ( $ 150.00  per month max. )  for health insurance you or your spouse or anyone else carries on you. To qualify you must have at least worked here 1 yr. and be considered a full time employee.  

Generally working over 32 hrs. per week.  Proof of insurance is required quarterly. 
Retirement plan:

The pension plan offered here is a SEP IRA, you can contribute to it and the employer can contribute to it. It is a retirement account set up by us but held by you, we generally contribute 1% - 5 % of your total yearly earning to this plan twice a year. It is not required that we contribute every year but have done so since we started this program over 5 years ago.  It is required that you work for this company 3 of the last  5 yrs. To be eligible for these benefits.

Maternity policy:

None needed at time of writing this handbook.

Key employees and officers:

Key employees or officers may or may not be judged along the same guidelines as other employees, on some items exceptions may be made and on some items even higher standards will be expected. 

Cell phones, credit cards,  Trucks,  any and all equipment  including key’s ect. are the company’s property and will be expected to be returned immediately  in satisfactory condition when requested. If they are not returned they will be considered stolen. 
These items while in your possession are to be used for company business and not abused in any way. 

also weekly tailgate meetings, job reports ect. will be expected on time and in a orderly manner. – this is part of your job description. 
Probation:
If a employee is placed on probation, or hired on probation then they may be used as a part time employee, during this time the clock may or may not be running on employee benefits. If you are placed on probation there is a extra crucial eye on you, and you may or may not be discharged at any time for any reason, also as with all at will employees you may are may not be given a reason for your dismissal. 
The guide lines in this booklet are to be used as a guide and may be change at any time, either verbally or in writing.  At wil
All other rules and regulations. 
Sequoia Masonry Construction Corporation, is a “ AT WIL “  employer. This is the legal jargon of  the relationship we have with its employees, this means  at wil you can be dismissed or quit with out warning or notice.  With out notice or cause we can terminate or relationship “ at will “ 
Some of the reasons listed here maybe a reason for you to be dismissed from this company, again this is a guide not the rule and there could be more. It is determined at will.
Tardiness.

Not showing up. 

Abuse to company equipment. not checking fluids is included in this rule. 

Not following the dress code. 
Not following job site rules. 

Drinking in company equipment. or on job site. – no beer in truck.
Drug use while on or off work.

Not performing your duties up to a standard set by us.

Always looking for a day off.

Not following the rules set fourth in this booklet. 

Not letting your supervisor know when other employees are not obeying the rules. Set fourth in this booklet. 
Rusty Gerber,

President
