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INTRODUCTION AND OVERVIEW

MISSION STATEMENT

Blue Sky Services is a full service lawn care company that is dedicated to the environment and reversing climate change.  At Blue Sky we utilize alternative energy sources to provide an environmentally friendly alternative to traditional landscaping services.  In addition to alternative energies, Blue Sky also uses eco-friendly organic products.

COMPANY PHILOSOPHY

Blue Sky will continuously seek out and test new equipment that will reduce our own carbon footprint for services as well as promote and recommend natural and organic products and practices for lawn care.

ORGANIC PRACTICES

· Scalping: scalping is a lawn care practice of cutting the dead grass off the lawn for the first mow of the spring season.  From an organic perspective scalping is not necessary and it makes it easier for weeds to take root.

· Grass Height: taller grass creates stronger roots and is generally healthy for the grass.  Blue Sky, generally, raises mower blade cutting heights throughout the maintenance season, and recommends an average height 3” to 4” inches which is greater than that of the more commonly practice of cutting the grass at 2” to 3”. 

· Weed control: organic weed control is accomplished through Corn Gluten and a 20% vinegar solution.  Corn gluten has a high protein content, which disrupts the germination process for weeds.  Vinegar is very acidic is considered a “non-selective” herbicide meaning that it will harm or kill most plants, grasses, and weeds--is often referred to the herbicide “RoundUp” because of the aggressive nature of systemic absorption.

· Fire Ant control: organic fire ant control is accomplished with a diluted application of orange oil.

· Compost and Fertilizers: organic compost and fertilizers are far more beneficial, natural and better, for the long-term health of the lawn and soil.

PAYROLL & EMPLOYMENT

HOURS OF OPERATION – Normal working hours are between 7 a.m. - 6 p.m., Monday through Saturday.  Employees will be required to keep availability open every Saturday (exceptions will be made either with proper notice or extenuating circumstances).

PIECE WORK – Blue Sky Services will calculate most compensation through a Piece Work pay system. The advantage to this plan is that you get paid for how smart and quickly you work. You can make more money and in many cases work less hours than if you were paid by the hour. This plan rewards the employee who works efficiently. (You are guaranteed to receive at least minimum wage when working the piecework system).

Example:

If one has a piece work pay rate of $10.00 per hour

Every project has a reasonable estimated time to complete “ETC”

If you have a project that has an ETC of 2 hours, you will get paid $20 (2 hrs x $10) regardless if you complete the project in 1 hour, 2 hours, or 3 hours.

OVERTIME COMPENSATION – Work hours of hourly employees in excess of 40 hours during a five or six day work week are considered overtime.  Overtime pay is one and one half (1 ½) times the basic straight time hourly rate and will be paid for all hours over 40 in a regular workweek.  Overtime pay does not apply to persons being paid on the piecework system.

PAYDAY – Payroll is processed on the 1st and 15th of each month. Hours will be submitted to ADP.  ADP will calculate and pay all state and federal taxes, agencies, and withholdings.  Once received ADP will process payroll by 2pm on Monday and all employees with direct deposit will receive their payroll funds first.  Non-direct deposit employees must wait for their check to arrive through the US Postal service.

PAYROLL ETIQUETTE  - Advances in pay, cash payments, or arriving at any Blue Sky partners personal home to request a check or payment will not be tolerated and is grounds for termination.

PERSONNEL RECORDS

The payroll office maintains a file containing all of the necessary personal information and your full work history.  It is important to both you and the company that your personnel file is kept up to date at all time.  This is done to satisfy the requirements of federal and state law.

Please notify the main office immediately of any changes in the following:

Home address

Home telephone number

Marital status

Number of dependents

Whom to notify in case of emergency

Immigration status

Falsification of your records may be considered grounds for dismissal and, if appropriate, will be reported to the relevant government office.

UNEMPLOYMENT - You are covered for periods of unemployment by state unemployment insurance compensation.  Should you be dismissed from work for any of the following reasons, unemployment benefits will not be allowed:

1.
Being drunk or using drugs.

2.
Swearing or abuse to clients or their property.

3.
Disrespect to our Company or customers.

4.
Abuse of Company property, time, or theft.

5.
Excessive tardiness or absence.

6.
Refusal to perform.

7.
Quitting of job.

OPERATIONS

VEHICLES & EQUIPMENT

Vehicles, trailers, equipment, phones, and GPS units are company property and you have the responsibility to the Company to operate and care for the equipment you are assigned.

Company vehicles and equipment are not to be used for personal use without prior approval from a supervisor.

All accidents will be reported to the office immediately along with the reports as soon as possible.  As accident involving a company vehicle or piece of company equipment which is determined to be the fault of the employee through carelessness or neglect, may be charged against that employee.

Additionally, any damage to a company vehicle or piece of company equipment, due to employee carelessness or neglect, may be charged against that employee.

If you wish to use any tools for personal use, please ask a supervisor.

Check oil levels on all equipment and vehicles prior to operation.

Employees are required to return their company vehicle to its designated spot at the end of the day, unless circumstances prevent it, and it is reported to the supervisor.

Report any damage or mechanical difficulties to your appropriate supervisor.

DAMAGES - All accidents will be reported to the office immediately along with a written note detailing the facts as soon as possible.  Before leaving the customer property, contact your supervisor to report the damage.  Upon review, employees could be responsible for damages due to negligence.

TRAFFIC VIOLATIONS incurred while operating a company vehicle will be the responsibility of the driver.

SMOKING is strictly prohibited while on duty and inside vehicles at all times.  Although smoking is bad for your health, it is a serious hazard given the fact that combustible fuels power our equipment.

PURCHASING – credit accounts are established with local vendors for efficiency purposes.   All purchases are to be approved by the home office.  Making unauthorized purchases will lead to termination and you will be required to pay back any unauthorized charges. You must keep all receipts for company purchases.  

TERMINATION - upon termination the employee will be responsible for turning in all company equipment and property in good working condition or damage costs will be withheld from the last issued paycheck.

SIDE WORK - By joining our company you agree not to do any paid landscaping or lawn care work on your own or for another company.  You are not permitted to share information about our customers to other companies or individuals.

APPAREL - Because our industry starts very early in the spring and continues late into the fall, we are required to work in all conditions.  Rain, snow, and extreme heat are common as well as perfect outdoor weather conditions.  

You will be expected to dress appropriately according to the weather.

Your clothes are expected to be clean.

You are not allowed to wear advertising for other lawn care companies.

Blue Sky recommends the following apparel:

Cargo style pants (they are loose fitting and the large pockets are handy)

Brimmed cap for sun protection

Protective eyewear

Steel toe boots are recommended for landscaping project work.

GROUNDS FOR TERMINATION

An employee will be immediately discharged for violating the Company rules and regulations, such as, but not limited to the following:

1.
Theft of company property or the property of another employee or individual on Company property or a job site.

2.
Falsification of records.

3.
Fighting or other serious misconduct, including the use of profanity or abusive language on Company property or a job site.

4.
Willful destruction of Company property or the property of others while on Company property or the job site.

5.
Conviction of a crime related to or affecting employment.

6.
Refusal to obey reasonable orders given by a supervisor.

7.
Reporting to work under the influence of alcohol or drugs; possessing, using or selling alcoholic beverages or drugs on Company property.  In the case of drugs being prescribed by a physician, the Company may request a statement from the physician giving the reason, duration and possible side effects and any dangers involved in the treatment.

8.
Leaving the work area without the permission of the immediate supervisor.

9.
Failure to use prescribed safety practices, equipment, and tools.

10.
Carrying any weapon to work or on the job.

GRIEVANCES & RESIGNATIONS

Grievances - We want every employee to receive fair treatment.  Our objectives can be accomplished much faster with a happy and enthusiastic team of workers.  If you have problem concerning your job, you are encouraged to discuss it with management personally.

Resignations - You are expected to give management at least two weeks notice if you should decide to resign.  When possible, the resignation should be in writing to management, giving the reason why you have chosen to resign.

CONFIDENTIALITY - I will not disclose client lists or any part thereof with any other person or company during or after employment.

I understand that the Company can terminate my employment, with or without cause, and with or without notice, at any time and that I can resign my employment at any time.

____________________________

_____________________________

____________

(Printed Name)



(Employee Signature) 


(Date)

JOB DESCRIPTIONS

Lawn Maintenance Crew Member (Seasonal Position)- Assists Lawn Maintenance Crew Leader in the all areas of daily operations. Tasks may include, but are not limited to, operation of equipment (commercial zero-turn riding mowers, brake controlled walk behind mowers, line trimmers, blowers, etc.), equipment maintenance, trash / debris pickup, and assorted tasks that relate to lawn and landscape maintenance operations. Reports directly to Lawn Maintenance Crew Leader.

Qualifications

· Availability to work a varied schedule (including Saturdays as needed) in sometimes adverse weather conditions

· Experience / Ability to operate listed equipment

· Ability to consistently lift 60+ pounds and walk 2+ miles per day

· Basic understanding of mechanical equipment maintenance

· Valid Drivers License Preferred

· Education: High School Diploma preferred

Lawn Maintenance Crew Leader (Seasonal Position)- Tasks may include, but are not limited to, operation of equipment (commercial zero-turn riding mowers, brake controlled walk behind mowers, line trimmers, blowers, etc.), equipment maintenance, trash / debris pickup, and assorted tasks that relate to lawn and landscape maintenance operations. Responsible for directing crew of 2 – 4 laborers in daily operations including quality control, punctuality, and safety. Candidates must have strong organizational skills, ability to complete appropriate paperwork, and possess good leadership and communications skills.

Qualifications

· Availability to work a varied schedule (including Saturdays as needed) in sometimes adverse weather conditions

· Previous experience as a Lawn Maintenance Crew Member

· Knowledge of commercial mowing practices

· Ability to consistently lift 60+ pounds and walk 2+ miles per day

· Strong knowledge of equipment and ability to properly maintain equipment

· Valid Drivers License with good record REQUIRED

· Education: High School Diploma or higher REQUIRED

Lawn Maintenance Foreman (Salaried Fulltime Position)- Tasks may include, but are not limited to, operation of equipment (commercial zero-turn riding mowers, brake controlled walk behind mowers, line trimmers, blowers, etc.), equipment maintenance, trash / debris pickup, and assorted tasks that relate to lawn and landscape maintenance operations. Responsible for directing crew of 2 – 4 laborers in daily operations including quality control, punctuality, and safety. Candidates must have strong organizational skills, ability to complete appropriate paperwork, and possess good leadership and communications skills.

Qualifications

· Availability to work a varied schedule (including Saturdays as needed) in sometimes adverse weather conditions

· Previous experience as a Lawn Maintenance Crew Member

· Knowledge of commercial mowing practices

· Ability to consistently lift 60+ pounds and walk 2+ miles per day

· Strong knowledge of equipment and ability to properly maintain equipment

· Valid Drivers License with good record REQUIRED

· Education: High School Diploma or higher REQUIRED
· Winter Season sales and marketing
