General Labourer (Landscaping) – Job Description	

Title
General Labourer (Landscaping)
Reports To
Supervisor, Management
Summary
The General Labourer is responsible for the maintenance and development of William A. Gerhardt Property Improvement and clients’ grounds under a supervisor’s direction.  The General Labourer shall be responsible to operate and maintain equipment and tools according to the manufacturer’s specifications. All tasks to be performed abiding by the Nova Scotia Occupational Health and Safety Regulations.  He/she plants, cultivates flowers, shrubs, trees, and all related duties, will uphold grass areas to established standards, will assist in all areas of landscape construction [including but not limited to] lawn installation, retaining walls, septic installation, ditching and general property cleanup.  The general labourer shall also assist in snow removal operations during the winter months.
Core Competencies
1. Customer Focus
1. Communication
1. Energy and Stress	
1. Team Work	
1. Quality Orientation	
1. Problem Solving	
1. Accountability and Dependability
1. Operating Equipment	
1. Ethics and Integrity

Job Duties
.   
           Take direction and provide labour support to the supervisor on site.
           Work in a safe and efficient manner
           Comply with safety regulations and maintain clean and orderly job sites
1. Complete and pass in a daily timesheet
1. Conduct yourself in a professional manner in actions and appearance
1. Use a variety of hand and power tools
Operate company vehicle
           Digging holes for planting, ditching, fencing
1. Dig, cut and transplant trees, shrubs, flowers and plants.
1. May operate all types of lawn cutting equipment to uphold established standard of the properties.
1. Lift, place or move rock, brick, patio blocks or wood for retaining walls, patios, walkways.
1. Lift, move and lay sod.
1. Lift materials / equipment up to a weight of 50lbs.
1. Secure loads 
1. Stand, kneel, crouch, bend, walk for different periods during shift.
1. Be prepared to work in all different weather conditions.
1. Rake gravel, ground, leaves, grass
1. Drag and/or pile wood, trees
1. Drag, pile or burn brush
Manually load/unload trucks with tools, equipment, materials or debris.
1. Use the snow plough for snow removal.
1. Manually complete snow removal when applicable on steps, decks, entrance ways, patios, garage doors, mail and garbage boxes,
1. Complete snow removal in a timely manner ensuring little disturbance to clients and neighbours.
1. Sand / Salt mechanically for slippery conditions.
1. Introduction 
 
William A. Gerhardt Property Improvement offers a wide range of landscaping and trucking services. As such, our workforce includes diverse individuals with the knowledge and varied skills required to provide quality services. 
2. Purpose
This handbook is designed to answer questions regarding your job and responsibilities as an employee of William A. Gerhardt Property Improvement.  It is also a reflection of the changing needs, realities and responsibilities of the company. We want you to be a positive and a productive employee and this handbook is designed to guide you in your position.  As the company evolves and new issues arise, the handbook will be periodically reviewed and modified to reflect the current environment, regulations, and legislations. The policies and procedures in this handbook shall be considered in effect until changed by the company or a change is mandated by regulations and / or legislation. 
3. Equal Opportunity
Applicants will be hired on the basis of a positive attitude, willingness to learn, availability, and experience. William A. Gerhardt Property Improvement will not discriminate based on religion, age, sex, race, and ethnicity. Equal opportunity will be provided in wages, benefits, privileges and terms and conditions of employment.
4. Government Agencies / Associations
William A. Gerhardt Property Improvement expects every employee to abide by the Nova Scotia Occupational Health and Safety Regulations, Administrative Penalties Legislation, Nova Scotia Labour Standards, The Motor Vehicle Act, and The Motor Carrier Standards. Fines and /or citations incurred by an employee due to the employee’s negligence are to be paid by the employee.  Failure to abide by any or all of the regulations / legislations may result in immediate dismissal.    
5. Administrative Penalties Legislation
Regulations allow the Nova Scotia Department of Labour and Workforce Development’s Occupational Health and Safety Division to issue financial penalties when violations of health and safety laws are found in workplaces.   Any workplace party [employee, supervisors, management] identified in the Occupational Health and Safety Act can be issued an order by the Department of Labour.   If employees are following and in compliance with the occupational health and safety laws, there will be no penalties.  William A. Gerhardt Property Improvement expects all employees to adhere to the Occupational Health and Safety Regulations.
6. Alcohol and Drug Use
Employees of William A. Gerhardt Property Improvement must abide by applicable laws and regulations governing the possession or use of alcohol and drugs. The illegal use, sale, purchase, transfer or possession of any restricted or controlled drug, narcotic or any other substance while on company premises, or during working hours is prohibited and will result in disciplinary action or dismissal. It is never permissible for employees to attend to their job duties and responsibilities having consumed alcohol, be under the influence of drugs or other similar substances, which might adversely affect performance on the job. Employees shall not consume alcohol during a break or lunch period. Similarly, William A. Gerhardt Property Improvement prohibits the sale, purchase, transfer, distribution, and unauthorized possession or consumption of any alcoholic beverages or drugs by employees while on company premises or while performing their job duties.  This will result in disciplinary action or dismissal.  Drugs nor alcohol are never permitted in company vehicles.
7. Protection of Information 
William A. Gerhardt Property Improvement is proud of its staff and the services it delivers to every customer. It recognizes that it is only through the commitment and effort of each employee that the excellent quality of these services is achieved. As It’s most valuable and important asset, employees therefore are expected to demonstrate the highest principles of behaviour. Employees must perform their duties in a manner that maintains and enhances the customer confidence and trust in the company. No employee shall divulge either in person or on paper personal information concerning a customer outside of work. An employee shall not use the personal information of a customer for financial gain, illegal activity or personal use. Trust and mutual respect are the cornerstones of any relationship. Any type of behaviour and or actions by an employee breaking the trust or confidence will be subject to discipline. 

8. Employee Behaviour (Professionalism) / Appearance

Employees interact with customers, contractors, suppliers, and the general public on a daily basis. Employees must be professional, courteous and objective in all of these interactions. William A. Gerhardt Property Improvement employees are its ambassadors and are expected to reflect a professional image at all times.  Employees are requested to be mindful of their attire and dress appropriately for their job. A company uniform is required at all times.
As with such external relations, employees must also be professional and courteous with their co-workers. They should be aware that improper behaviour in the workplace has a negative effect on others. Examples include profanity, inappropriate actions, potentially offensive pictures and jokes, demonstrating little or no respect for other’s personal belongings. Employees are expected to be reasonable and fair in their expectations of each other and resolve any conflict in a mature and professional manner.
9. Employee Responsibility
Employees of William A. Gerhardt Property Improvement must follow the highest standards of ethical behaviour in the course of their work to ensure that public confidence and trust is maintained. The company and all its employees must be above suspicion and beyond reproach, and must be perceived in this manner. 

10. Gratuities

William A. Gerhardt Property Improvement does not condone nor is there an expectation of a gratuity [tip] on completion of a project.  Employees receiving gifts from a customer during or upon completion of a job are required to inform the transaction to management. The public’s perception of the integrity of the company and its employees is of great importance. Employees must avoid the real or perceived appearance of impropriety with customers or businesses with whom they deal or have a potential to deal.

11. Outside Business Activity (Moonlighting) 

An employee must ensure that “moonlighting” at an external job does not negatively impact on their effectiveness for William A. Gerhardt Property Improvement, nor contravene any of its related policies and procedures.  
• Outside activities must not interfere with the efficient performance of the company. • Employee’s external business activities must not compete with the company services. For example, offering labour services for cash to complete a job.
• Employees shall not use the company time, vehicles, equipment, tools, computers, photocopiers, printers, internet, cellular phones, or such, for financial benefit or external activities. 
• Employees shall not engage in any business activity or have a financial or other personal interest that is incompatible with the employee’s official duties. 
Employees must act in the best interests of William A. Gerhardt Property Improvement. Responsibility to avoid actual or perceived conflicts of interest lies with the individual employee. Employees should disclose in writing all moonlighting situations with the President in order to receive their approval and to ensure compliance with the handbook and its related policies.

12. Electronic Media 

Employees must use caution to ensure that the interests of William A. Gerhardt Property Improvement and the integrity of our customers are not compromised in any matter in social networks such as Facebook, blogs, e-mails and instant messaging.  It is not the intent of this document to restrict the ability of employees to express a personal opinion on matters of general interest. In such cases, the employee must make it clear that the comment is being made in their capacity as a private citizen, and not as an employee William A. Gerhardt Property Improvement.


13. Harassment 

Workplace harassment occurs when an employee engages in any demeaning or offensive behaviour, verbal or non-verbal, which causes the work environment to be stressful, degrading or discriminatory for some employees. 

William A. Gerhardt Property Improvement is committed to providing employees with a work environment free from unlawful discrimination or harassment, and promotes an atmosphere that respects the dignity, self-worth and human rights of every individual. No form of harassment, including either sexual or personal harassment, will be tolerated, whether it involves employees or members of the public. 
Each complaint of harassment will be treated as a serious matter. It is the responsibility of all employees to create and maintain a workplace free from harassment.

(A) If you are being harassed:
1. Tell the individual his/her behavior is not welcome and ask him/her to stop.  Give the harasser an opportunity to end the harassment.
2. Keep a record of incidents (dates, time, locations, possible witnesses, what happened and your response).  You do not have to have a record of events to file a complaint, but a record can strengthen your case and help you to remember details over time.
3. Report the problem and file a complaint to one of the following individuals:
a) William A. Gerhardt
b) Cheryl
(B) Dealing with the complaint:
1. Once a complaint is received, an investigation will be undertaken immediately and all the necessary steps taken to resolve the problem.
2. The complaint and the alleged harasser will both be interviewed along with individuals who may be able to provide relevant information.
3. If the investigation reveals evidence to support the complaint of Harassment, the harasser will be disciplined appropriately.  Discipline may include suspension or dismissal, and the incident will be documented in the harassers file.
4. If the investigation fails to find evidence to support the complaint there will be no documentation placed in the file of the alleged harasser.
5. Any complainant who has lost opportunity for job advancement, promotion, raise, etc, due to harassment will have his/her qualifications re-examined in a fair, unbiased manner.

14. Violence in the Workplace
William A. Gerhardt Property Improvement acknowledges that violence in the workplace is an occupational health and safety hazard that can cause physical and emotional harm.  We view any acts of violence or threats of violence in the workplace as unacceptable.  We are committed to working to prevent workplace violence and to responding appropriately if workplace violence does occur.  All company employees are responsible for creating and maintaining a safe environment. 
15. Criminal Record & Driver’s Abstract
William A. Gerhardt Property Improvement requires a Criminal Record Check [Criminal Background Check] from a new employee 21 days from the date of the orientation of the new employee. The company reserves the right to dismiss a new employee based on the facts presented in the Criminal Record Check [Criminal Background Check]. 
A driver’s abstract is required from a new employee 14 days from the date of hire. However, new commercial drivers are required to submit a current abstract [within 30 days] to the office before operating a dump truck for William A. Gerhardt Property Improvement.  The company reserves the right to dismiss a new employee based on the facts presented in the Driver’s Abstract. 
William A. Gerhardt Property Improvement obtains driver’s abstracts 2 times per year.   Employees are required to sign a waiver giving permission for William A. Gerhardt Property Improvement to obtain a driver’s abstract for work purposes.  Failure to grant written permission to obtain the abstract will result in disciplinary action and may lead to dismissal.  
16. Attendance
William A. Gerhardt Property Improvement prides itself on giving paramount and prompt service to our customers.  As such, employees are expected to be at work at 7:45 am ready to receive daily instruction to be prepared to work at 8am.   
The peak season for the company occurs from May to December.  To maintain our quality service to our customers, Saturdays are considered a normal workday during this period. A rotating split crew will be scheduled for Saturdays.  Employees are required to discuss with the President all issues in regards to the Saturday schedule before the probationary period has ended.  The company reserves the right to dismiss the employee for failure to disclose the information during the probationary period in regards to the Saturday schedule.
17. Absentness
William A. Gerhardt Property Improvement acknowledges employees will become ill.  Employees are required to call Management before 8am if they are going to be absent from work on any given day.(527-6987, always on) Excessive absentness is defined by missing 2 consecutive workdays. A doctor’s note will be required for all missed days after the 2nd consecutive missed day. Failure to do so will result in disciplinary action. Constant absentness will result in dismissal.
All legal issues requiring the employee to miss time must be submitted to William A. Gerhardt Property Improvement 7 days before the date / time using the appropriate Time Off / Vacation form. Failure to do so may result in the employee missing the appointment. 
Similarly, all other appointments requiring the employee to miss time must be submitted to William A. Gerhardt Property Improvement 7 days before the date / time using the appropriate Time Off / Vacation form.  Failure to do so may result in the employee missing the appointment.
18. Vacation 
William A. Gerhardt Property Improvement recognizes employees need relaxation / family time. In accordance with the Labour Standards Code the company acknowledges a vacation of 2 weeks after 12 months of work and within the following 10 months. After 8 years of employment the employee is entitled to 3 weeks of vacation.  The company suggests employees consider the company’s peak season when making vacation plans. 
19. Health Benefits
Sunlife Financial is the health benefits provider for William A. Gerhardt Property Improvement. Permanent employees are eligible for benefits 90 days after the first day of work.  The cost of the plan is deducted from employee’s paycheque.  The employee will be notified by office when the first payment is to be deducted from the paycheque. The employee has the option to be or not be covered by the existing plans. Benefits will not be offered to seasonal employees.
20. Personal Audio Devices
William A. Gerhardt Property Improvement prohibits the use of personal audio devices during work hours.  Such devices are a safety hazard.   Employees caught using any personal audio devices during work hours will have the device confiscated until the end of the workday. The employee will be subject to discipline and possible dismissal. 
21. Personal Cell Phones / Text Messaging
William A. Gerhardt Property Improvement acknowledges the importance of family in the lives of our employees.  The company tolerates the use of personal cell phones / text messaging as long as the privilege is not abused.  Management or the jobsite supervisor will decide if / when a cell phone / text messaging is becoming a nuisance or safety issue. The cell phone will be confiscated by the Management / jobsite supervisor until the end of the workday if it is deemed to be a safety hazard or nuisance.  An employee will be sent home for the day for refusing to give the cell phone to the Management / jobsite supervisor. Excessive time spent using a personal cell phone may be deducted from the employee’s time for the day. Further disciplinary action will result.
22. Payroll
Payroll for William A. Gerhardt Property Improvement is every second Friday.  Pay cheques will be deposited directly to the employee’s bank account.
23. Accident / Incident Reporting
Accident / incidents may occur on the job. The nature and seriousness of the accident / incident will necessitate the involved employee’s next course of action.  The next action will be 9-1-1 or “in house” action. William A. Gerhardt Property Improvement has rigid accident / incident reporting guidelines for all employees to follow. Report the accident / incident to your immediate supervisor and to management. Seek medical help if required. A completed accident / incident form is required from the employee upon completion of the workday.  Failure for improper reporting of an accident / incident will result in disciplinary action and / or an appeal by the company to null any and all benefits to be or received by the employee from the Worker’s Compensation Board of Nova Scotia
24. Return to Work Program
William A. Gerhardt Property Improvement is actively involved in the Return To Work [RTW] program through the Workers’ Compensation Board of Nova Scotia.  The program is very rigid in the procedures to be followed by an injured employee.  An injured employee is expected to co-operate fully in return-to-work measures.  The aim of the Return to Work program is to get workers back to work quickly but safely using transitional duties.  Section 84 of the Workers’ Compensation Act states “[1] Every worker shall [a] take all reasonable steps to reduce or eliminate any permanent impairment and loss of earnings resulting from an injury; [b] seek out and co-operate in any medical aid or treatment that, in the opinion of the Board, promotes the worker’s recovery; [c] take all reasonable steps to provide the Board full and accurate information on any matter relevant to a claim for compensation; and [d] notify the Board immediately of any compensation.[2] The Board may suspend, reduce or terminate any compensation made to a worker pursuant to this Part where the worker fails to co-operate in the development or implementation of a rehabilitation program.”  

The company mandates all injured employees take part in RTW programs if they are physically able. William A Gerhardt Property Improvement in partnership with Nova Functional Assessments and Therapy Services of Lunenburg will provide physiotherapy. Company job descriptions are on file at Nova Functional.  The employee may choose a different physiotherapy clinic. The employee is required to inform the office of the name of the clinic, fax and phone number before the first visit. A job description and accident report will be forwarded to the clinic by the company office.  Failure to abide by The Return to Work program guidelines will result in disciplinary action and a letter from the company detailing the employee’s lack of participation in the program will be forwarded to the Workers Compensation Board of Nova Scotia.

William A. Gerhardt Property Improvement reserves the right to seek a second opinion from a doctor of the company’s choosing if there is a question of the extent of an injury.
25. Workplace Hazardous Materials Information System [WHMIS]
Workplace Hazardous Materials Information System [WHMIS] certification is mandated by the Occupational Health and Safety Act of Nova Scotia.  As such, William A. Gerhardt Property Improvement requires all general labourers, drivers and service technicians to have a WHMIS certificate.  The company will provide a date / time for online or classroom training to employees requiring WHMIS.  The employee is required to participate in the training on the given date / time.  Failure to do so will result in disciplinary action and the employee will be suspended until such certification is acquired. 
What Is WHMIS:
The Workplace Hazardous Materials Information System  
Globally Harmonized System of Classification and Labelling of Chemicals (GHS) is an internationally agreed-upon standard managed by the United Nations that was set up to replace the assortment of hazardous material classification and labelling schemes previously used around the world. Core elements of the GHS include standardized hazard testing criteria, universal warning pictograms, and harmonized safety data sheets which provide users of dangerous goods with a host of information.  The GHS system over rules the Workplace Hazardous Materials Information System (WHMIS) in Canada. 
Many of the materials in today's workplaces can cause injury, illness or death due to fire, explosion or other serious accidents if they are not handled properly. WHMIS describes the dangers of these workplace materials and how workers can protect themselves from the hazards associated with them. WHMIS legislation also makes employers responsible for providing its workers with workplace-specific training and education. 
Each workplace must have a system in place that tells workers what they need to know about the products they work with. This information is found in three ways:
Container labels 
WHMIS labels act as a warning to alert workers to the hazards involved in using any given hazardous material. These bilingual labels have a distinctive WHMIS slashed border and depict applicable hazard symbols, each appearing within a circle, to help you identify dangers. 
Employers must ensure that all hazardous products contain a supplier label before they enter the workplace. If, for any reason, a product arrives without a label, or is decanted from its original container, employers are responsible for ensuring that a workplace label is attached. Workplace labels may vary considerably in wording and appearance but must also contain information on the product's identity, how to safely handle the material and indicate the availability of an MSDS.
Safety Data Sheets (SDSs) 
MSDSs describe the hazards of the materials you use on the job. They're developed for each product by its manufacturer or supplier, and must be updated every 3 years, or as required by change. Employers must ensure that SDSs are available to all staff at all times.  Our SDS binder is located in the back shop on a shelf under the “Safety Board”.

Employee Training
Every employer must explain the Workplace Hazardous Materials Information System to its workers and train those who are exposed, or are likely to be exposed to hazardous materials. Training must be workplace specific, and must include information on understanding labels, instruction for safe use, storage, handling and disposal of chemicals and what emergency procedures are involved with each product.
The three main elements of WHMIS - labels, SDSs and training - are provided for everyone's benefit. Read the WHMIS label each time you use any controlled product. Tell your supervisor if a label is damaged or missing. Refer to the SDS for details about any hazardous products before you use it. And, if you have any questions, ask your supervisor.  
26. First Aid Certification
William A. Gerhardt Property Improvement values the health and safety of all employees.  As such, The Nova Scotia Occupational Health and Safety Regulations for First Aid are adhered to at all times.  The company offers a first aid course on a 3 - year cycle for eligible employees.  Eligible employees will be notified by the company of the date / time / location of the course and are required to complete the course. Failure to complete the first aid course will result in disciplinary action and the employee will be suspended until such certification is acquired. 
27. Specialized Training Certificates
Specialized training is sometimes required to undertake unique project opportunities. To reflect the changing needs of William A. Gerhardt Property Improvement, designated employees chosen by the company are expected to complete the specialized training at different times / locations as part of the employee’s job requirements.  Refusal to gain the certification will result in disciplinary action and may lead to dismissal.
28. Probationary Period
For an employee entering into a new work environment it can be stressful.  William A. Gerhardt Property Improvement recognizes this possibility. The company utilizes a probationary period of 30 days beginning on the first day of work. The probationary period alleviates stress while acclimatizing the employee to the policies, procedures, equipment, co-workers and the trade itself. During this period the employee is required to get a Criminal Record Check [Criminal Background Check] and driver’s abstract. The company encourages feedback from the employee during the probationary period.  The employee should pose the following questions to himself / herself. Do I possess a positive attitude?  Physically, can I perform the job tasks?  Do I enjoy working in all types of weather?  Am I reliable?   Management, in discussion with a supervisor, will utilize this period to decide whether the employee’s skills, productivity, quality of work, attendance, attitude and personal conduct meet the requirements of the company.  The company reserves the right to dismiss, with / without cause, during the probationary period. 
29. New Employee Orientation
Orientation is the initial step of safety training at William A. Gerhardt Property Improvement. The orientation will occur on or before the first workday between the employee and a trainer.  The orientation is a question and answer session encompassing policies, procedures, regulations, legislations, personal protective equipment [PPE], company rules, shop tour, and a driver test [commercial truck drivers only].  The information discussed between the employee and the trainer during the orientation is signed and dated by both parties and placed in the employee’s file at the office. At any time during the orientation, the employee refuses to comply with the orientation the President will be consulted and the decision will be final. The company reminds employees orientation occurs during the probationary period therefore the company reserves the right to dismiss with / without cause during this period.
30. New Commercial Truck Drivers
William A. Gerhardt Property Improvement requires new commercial truck drivers to perform a driver’s test in addition to the new employee orientation paperwork.  The driver’s test will occur in a company truck with a company driver.  The driver’s ability to perform a pre-trip, accurately report mileage and findings from the pre-trip, operate the truck and all of its’ various functions will be evaluated.  At any time during the test if the new driver fails to perform a task properly or safely, the new driver may be dismissed immediately. The company driver will use their discretion in this matter and consult with management if warranted.  The company reminds employees the driver’s test occurs during the probationary period therefore the company reserves the right to dismiss with / without cause during this period.  

Equally important is the driver’s log reporting. Regulations deem commercial truck drivers are to complete a daily log noting mileage, locations, hours, graphing, and off duty days.  No exceptions will be made for any driver. Failure to comply with the regulations will result in disciplinary action and may lead to dismissal. 
31. Employee Timesheet
William A. Gerhardt Property Improvement uses electronic time sheets for accurate reporting of customer invoicing, vehicle auditing, driver logs, company inventory and employee payroll. Accurately completing a timesheet is a necessity and a term of employment. Time sheets are required to have a starting time and an ending time stamped on the time sheet.  All employees are required to complete timesheets each day. Late timesheets and missing information will result in the timesheet being returned to the employee for further information and the time for that day will be added to the next payroll.  Disciplinary action will result because of constantly late timesheets and missing information.  The company recognizes exceptions do occur that may delay timesheets. If an exception does occur the employee is required to contact the President on the same day to have the timesheet notarized by the President. It will be the discretion of the company to decide the worked hours for the employee if these procedures are not complied with.

32. Fraud / Theft
In general, fraud is an act committed which, through deceit, falsehood or other such behaviour, either deprives William A. Gerhardt Property Improvement of its assets, property or other resources (this includes theft), or causes the company to act to its own detriment or prejudice. 
The company employs an extensive video surveillance system within the building and on the property as a theft deterrent.  

Fraud may include acts committed with the intent to deceive, involving either misappropriation of company assets, property or other resources or misrepresentations of financial or other information to conceal such misappropriation, by such means as: 
• Manipulation, falsification or alteration of records or documents 
• Suppression of information, transactions or documents 
• Recording of transactions without substance 
• Misapplication of accounting principles 

Employees shall work in accordance with both the company controls established to prevent fraudulent misconduct and all applicable laws, regulations and government guidelines. All employees shall exercise honesty, integrity, objectivity and diligence and shall not knowingly be a party to any fraudulent activity, including theft. Employees are encouraged to report any knowledge or suspicion of fraud to their immediate supervisor or the President. 
Supervisors are responsible for ensuring adequate internal controls are in place to prevent and detect fraud. Management is accountable for monitoring employee activity and performance and ensuring all employees are aware of, and in compliance with, controls, policies and procedures. All confirmed incidents of fraud or theft committed against William A. Gerhardt Property Improvement will be viewed as acts of criminal activity and will be treated accordingly.
33. Employee Parking
William A. Gerhardt Property Improvement employee parking is allowed in front of the office. The company asks employees to leave keys in the car, office or their employee mail slot. Certain situations deem the movement of vehicles.  William A. Gerhardt Property Improvement assumes no liability for any damages incurred to a vehicle while towing. 
34. Personal Protective Equipment [PPE]
Safety needs to be foremost in every employee’s mind each workday.  Steel - toed footwear is compulsory for each labourer and commercial truck driver at William A. Gerhardt Property Improvement. There will be no exceptions allowed. Employees reporting to work without steel- toed footwear will be supplied with footwear from the office for the day.  Refusal to wear the supplied footwear will result in the employee being sent home for the day as disciplinary action.
Job tasks will dictate the personal protective equipment required.  Safety is paramount. William A. Gerhardt Property Improvement stocks eye protection, ear protection and specialized personal protective equipment. Employees are permitted to wear their own personal protective equipment providing it is CSA approved. Employees providing their own personal protective equipment are required to sign a company waiver stating the equipment will be on the jobsite, in good condition and worn when required by safety regulations and company policies and procedures.
35. Employee Personal Vehicle Usage
William A. Gerhardt Property Improvement does not condone employee personal vehicle usage for transportation to a jobsite, delivering equipment / materials or any other such business discharged in the name of William A. Gerhardt Property Improvement. Prior permission to do so is required from the President. The company assumes no liability for any damages incurred or fuel consumption to the employee personal vehicle without the prior granted permission from the President. 

36. Lunch Time / Breaks
William A. Gerhardt Property Improvement expects employees to demonstrate the highest principles of behaviour and professionalism to customers and co-workers at all times. The company recognizes certain tasks require more physical effort from employees than other tasks may require.  Breaks are only permitted when used by the employee as a means to better serve our customers. Breaks shall be kept to a minimum and absolutely not used for smoking or leaving the jobsite for personal gain. Similarly, provincial legislation does not regulate the company to offer breaks at any period of the day. Employee lunch-time is 30 minutes.  The company suggests employees take lunch as a collective and at an opportune time during the job process.  Lunch does not need to be at 12 pm sharp.  Excellent quality customer service is a requirement at all times.  
37. Termination
Upon termination of employment, the employee will deliver to the company all drawings, correspondence, documents, PPE, cell phone, credit card [s], tools and all other property belonging to the company, which may be in the employee’s possession or control. This includes property made or prepared by the employee and relating in any way to the projects of William A. Gerhardt Property Improvement. Failure to do so will be viewed as acts of criminal activity and will be treated accordingly. Similarly, when an employee leaves the employment of the company, they are not to disclose information that could be detrimental to William A. Gerhardt Property Improvement, its’ employees and customers. 

38. Fuel Cage
William A. Gerhardt Property Improvement has a detailed reporting procedure to track fuel usage in small equipment and vehicles.  Date, pump readings, vehicle mileage / hours, vehicle number or equipment name, amount of fuel, amount of litres pumped, and who pumped the fuel are all required information.  Failure to report any one of the required pieces of information may be view as theft and will be treated accordingly.
The fuel cage and surrounding area is a smoke free area.  Cell phones are not permitted to be used while pumping fuel.  Idling and parking is not permitted in front of the fuel cage.  As soon as fueling is complete the truck must be moved.
The fuel cage is to be kept locked when not being used.
Gas jugs like all other equipment are signed out to employees.  Failure return a gas jug, the jug will be assumed to be full and both the cost of the jug and the fuel will be deducted from pay. 
39. Personal Fuel
Employees do not have access to fuel for personal use. At no time may employees pump their own personal fuel.  Under special circumstances personal fuel use may be approved but must be approved by William A Gerhardt.  In such a case, the same procedure for pumping company fuel is to be adhered to when pumping personal fuel.  Failure to report any one of the required pieces of information may be viewed as theft and will be treated accordingly. 
40. Company Vehicles
William A. Gerhardt Property Improvement prohibits the use of company vehicles for employee personal use without prior authorization from the President. Employees using a company vehicle for personal use without authorization from the President may be subject to re-imbursement to the company of any and all costs associated with operating the vehicle, and may lead to disciplinary action.  As such, non – employees, [spouse, family member, girlfriend / boyfriend, friend, customer] are not permitted in company vehicles without a prior signed written release exonerating the company from any personal and / or legal liability if an accident should occur. In the event a signed written release has been obtained and a traffic citation has been incurred by a non – employee, the non - employee is solely responsible for payment of such citation. 
At the end of your shift when you return to the yard, all work trucks must have any garbage removed and disposed of properly.  If the garbage is job site related (ie. Grass clippings) the time it took to clean it out must be noted on your work sheet for the job site where the garbage came from.  Also all personal garbage must be removed (on your own time) before leaving at the end of the employees shift.
41. Reporting Allegations 

Any suspected fraud, breach of trust or other wrongdoing by another employee must be reported to the President.  Every effort will be made to protect the confidentiality of such information.  All employees must co-operate fully during an investigation of suspected wrongdoing in relation to any activities outlined in this handbook. Retaliation against someone who is a witness or is involved in such investigations is prohibited. When in doubt about the interpretation or application of this handbook, clarification should be sought from management
42. Violation of Code of Conduct
 The handbook’s references to guidelines and policies, as well as related expectations, re-affirms the company’s commitment to integrity, objectivity and professionalism in delivering services to our customers. Maintaining our customer’s confidence and trust in the company and its employees is of the utmost importance. The high standards of conduct expressed in this document are intended to ensure that this trust is not compromised. 

Every employee is expected to be aware of, and act in compliance with, this handbook and its related policies. Violation of these principles is a serious matter and will be dealt with as such by the President. Any employee, who has contravened these requirements, including the “reporting allegations” obligation to report any knowledge of wrongdoing, shall be subject to appropriate disciplinary action (up to and including dismissal). Any employee under investigation may be suspended with or without pay or be re-assigned to other duties pending completion of the investigation, depending on the particulars of the case and the best interests of the company. 


43. Management Responsibility 

As part of effective management, each employee is to be aware of, and act in compliance with this handbook and its related policies.  The management of William A. Gerhardt Property Improvement is accountable for protecting the assets of, and the customer trust in the company. Toward this end, management must make every effort to establish and maintain adequate systems, procedures and controls to prevent and detect fraud, theft, breach of trust, harassment, conflict of interest, bias and any other form of wrongdoing. 

Upon receiving written disclosure of an actual or potential breach of the handbook, the President shall either determine that no breach exists or take reasonable steps to ensure that the matter is addressed in the appropriate manner. This may include seeking a written legal opinion from a solicitor. 

Prior to taking action on a suspected incident of wrongdoing, management should seek the advice of a solicitor.  This consultation will protect the company’s legal interests in potential subsequent disciplinary actions, protect the rights of those employees involved, and prevent further losses or damage to the company.  It is the responsibility of management to ensure that each incident of suspected wrongdoing is investigated. If a violation of this handbook or any related policy is confirmed, the company will deal firmly and fairly with all employees involve


44. Use of William A. Gerhardt Property Improvement Property and Assets
Employees shall not make unauthorized use, or use outside a sanctioned company initiative any property, assets or other resources of the company for any personal reasons. In addition, employees must ensure that any property (including cash, cheques, documents, inventories and equipment) in their care as part of their job duties is properly secured and protected at all times. This responsibility extends to the use and security of any corporate credit cards. Employees shall only use the company’s property for activities associated with the discharge of their duties, unless proper authorization has been granted by the President. Facilities such as internet access, electronic mail, voice mail, internal mail and bulletin boards are provided for William A. Gerhardt Property Improvement business and sponsored activities, and must be restricted accordingly, unless another use is approved by President.  For example, employees trying to sell personal items shall not use the company e-mail system or bulletin boards to advertise these goods. Similarly, employees using the internet in their jobs are prohibited from performing any unacceptable or unlawful activities on the company’s electronic network. By way of example, this would include accessing chat rooms, social networking sites, pornographic or hate propaganda websites. 
The company’s electronic networks are corporate assets and employees should be aware that communications over its electronic networks should not be considered private communications. 

45. Security of William A. Gerhardt Property Improvement Information 

It is every employee’s responsibility to ensure that all information collected, produced or obtained in the course of their job duties, whether in reports, memos, oral communication or electronic format, is as accurate as possible, No employee shall wilfully mislead other employees, the company, and customers about any issue of the company’s concern. 

Only with proper authority will employees give or release to anyone, confidential information acquired in the course of that person’s duties with the company. 
The following information must not be used or disclosed.
• Information that constitutes the proprietary information of a third party, individual or group 
• Might reasonably be regarded as having been disclosed to the employee in confidence 
• Is of a sensitive nature 
• Imparts to the person in possession of such information an advantage not available to the public generally.  

Information acquired through employment with the company may not be used or disclosed in any personal external activity. No employee shall benefit, either directly or indirectly, from the use of information acquired during the course of job duties.  The integrity of the company and customers must always be maintained.


46. Principles of Conduct 

An employee shall not: 
• Engage in any business or transaction or have a financial or other personal interest that is incompatible with the discharge of the employee’s job requirements
• Be under an obligation to any person who might benefit from special consideration or favour from the employee or who might seek, in any way, preferential treatment 
• Give, in the performance of official duties, preferential treatment to relatives or friends or to organizations in which relatives or friends have an interest, financial or otherwise 
 Benefit from the use of information acquired during the course of job duties that is not generally available to the public 
• Engage in any outside work or activity or business undertaking that interferes with the employee’s job requirements.
-Use company property, equipment, supplies or services for activities not associated with the discharge of the employee’s job requirements.

47. Disclosure 

This handbook applies to all company employees. As such each employee is required to be knowledgeable about the handbook, all related company policies, regulations, and government guidelines.  As such, each employee is required to address any situations of actual or potential non-compliance. For example, when an employee believes that they may be in breach of the handbook, then that employee must make prompt and full disclosure in writing to the President. This disclosure should include a detailed description of the actual or potential breach. An actual or potential breach may arise without any intentional wrongdoing or improper conduct on the part of the employee. In those circumstances, employees will not be disciplined or treated adversely for making prompt and full disclosure. 
[bookmark: _GoBack]However, all employees are expected to make every effort to avoid such circumstances. Employees are to use sound judgment and apply the handbook in a proactive fashion in order to maintain the public’s trust in the company’s objectivity and integrity. 

