
ORGANZATION NAME
Employee Handbook
Welcome to our team.
Dear Employee:

You and ORGANIZATION NAME have made an important decision: The organization has decided you can contribute to our success, and you've decided that ORGANIZATION NAME, is the organization where you can pursue your career productively and enjoyably.

ORGANIZATION NAME believes we've each made the right decision, one that will result in a sound relationship. The minute you start working here, you become an integral part of ORGANIZATION NAME, and its future.  Every job in our organization is important, and you will play a key role in the continued growth of this non- profit organization. 

As you will quickly discover, our success is based on maintaining a high degree of ethics in our dealings with our volunteers,  the public, other organizations, law enforcement and the level of care ORGANIZATION NAME provides to our rescued equine friends. The staff and volunteers are dedicated to the resident equines, the organization and to each other. ORGANIZATION NAME mission is to rescue PMU mares and foals from slaughter, and to educate the public about the drugs made from pregnant mare's urine. Our success is due to the hard work of the employees and volunteers, and by always doing our best to care for the animals.  This organization was founded on three basic principles; Honesty, integrity and always recognizing that the animals are the priority. 
Should you have any questions concerning this handbook, your employment or benefits, please feel free to discuss them with your supervisor or manager.

Scope & Purpose of This Handbook

This employee handbook has been prepared to give you general information about some of the work rules, work environment, and policies under which ORGANIZATION NAME operates. More extensive information is available from supervisors should you have questions concerning interpretation of specific sections. From time to time, you may receive updated information concerning changes in our policy. Please refer any questions about ORGANIZATION NAME policies to your immediate supervisor.

This handbook is not a contract, express or implied, guaranteeing employment for any specific duration. Although ORGANIZATION NAME hopes that your employment relationship with ORGANIZATION NAME will be long term, either you or ORGANIZATION NAME, may terminate this relationship at any time, for any reason, with or without cause. This at-will relationship remains in full force and effect, notwithstanding any statements to the contrary made by any ORGANIZATION NAME, employees or representatives, or set forth in any other document. No employment agreement shall be enforceable unless it is in writing.

GENERAL EMPLOYMENT

EQUAL EMPLOYMENT POLICY 

ORGANIZATION NAME serves in, and practices, the principles of equal employment opportunity. It is our policy to recruit, hire, train, and promote individuals, as well as administer all employment decisions, conditions of employment, and personnel actions, without regard to race, color, religion, age, sex, national origin or ancestry, marital status, status as a disabled Veteran, or status as a qualified person with a disability, or other protected status, in accordance with applicable laws. In this regard, ORGANIZATION NAME will take continuing action to ensure that knowledge, skill, and potential of all employees are fully utilized throughout the organization to the greatest extent possible. Any incident or situation that you believe involves illegal discrimination should be brought to the immediate attention of your supervisor or director of ORGANIZATION NAME. 

AMERICANS WITH DISABILITY ACT

ORGANIZATION NAME strongly supports the policies of the Americans with Disabilities Act and is completely committed to treating all applicants and employees with disabilities in accordance with the requirements of that act. The company judges individuals by their abilities, not their disabilities, and seeks to give full and equal employment opportunities to all persons capable of performing successfully in the company's positions. The company will provide reasonable accommodations to any persons with disabilities who require them, who advise the company of their particular needs. Information concerning individuals' disabilities and their need for accommodation will of course be handled with the utmost discretion.

HARASSMENT POLICY

ORGANIZATION NAME absolutely prohibits any form of unlawful employee harassment based on race, color, religion, creed, sex, age, national origin, marital status, sexual orientation, disability, or veteran status, in accordance with applicable laws. Inappropriate interference with the ability of ORGANIZATION NAME employees to perform their expected job duties is not tolerated. With respect to sexual harassment, ORGANIZATION NAME strives to foster a work environment free of unlawful sex discrimination, sexual harassment, or retaliation. Sexual harassment includes unwelcome and/or unsolicited sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature. Employee should not be made to feel that submission to sexual conduct is a term or condition of an individual's employment, or refusal of sexual favors creates an intimidating, hostile, or offensive working environment.

Any employee who believes he/she has been harassed should immediately notify his\her supervisor. All complaints and related information will be investigated and kept confidential to the extent possible without compromising an investigation.

MEDICAL SCREENINGS

As a condition of continued employment, employees may also be required to undergo periodic medical examinations, and/or alcohol and drug screening, at times specified by ORGANIZATION NAME .
INTRODUCTORY PERIOD

All new employees, rehired and current employees promoted or transferred to a new position shall be on a 90-day new hire period starting on their first day of employment. This period may be extended if additional time is required in order to completely assess an employee's performance. This period gives both ORGANIZATION NAME and the employee time to assess their new relationship and performance. During this period, a new or rehired employee may not be eligible for all benefits.

SECURITY

All vehicles, equipment, lockers, desks, offices or containers that are on ORGANIZATION NAME property, as well as briefcases, backpacks, parcels and other personal belongings of employees, are subject to inspection and search by ORGANIZATION NAME or their designated agents. Exceptions may be made for employees, contract labor or volunteers residing on property belonging to ORGANIZATION NAME.
PERFORMANCE REVIEW

All employees will be evaluated at periodic intervals based on his/her job description and not less than annually. A performance appraisal is intended to document and maintain satisfactory performance on a part of an individual employee by providing a means of measuring an employee’s effectiveness on the job, identifying areas where an employee is in need of training or improving and maintaining a high level of motivation through feedback and the setting of specific goals on the basis of this feedback.

Employees are responsible for working with their supervisors on an ongoing basis to develop and maintain a clear performance plan defining various performance expectations and their relative priority.

PROMOTIONS AND TRANSFERS

All applicants are recruited and selected based on predetermined qualifications that do not arbitrarily discriminate against any qualified person in accordance with Equal Employment Opportunity Policy (EEO). It is our intent to hire and promote individuals who demonstrate the greatest and most desirable level of skills, knowledge, abilities, adaptations, fitness, and other qualifications appropriate to the position.

VOLUNTARY RESIGNATION

An employee wishing to resign in good standing shall submit to the supervisor a resignation letter dated and signed stating the effective date of the resignation. Employees are expected to give at least two (2) weeks notice. An employee who fails to comply with this requirement shall have such failure documented in their personnel file and may be considered ineligible for re-hire. 

• Employees that do not give appropriate notice will not receive vacation pay out

• Employees discharged for just cause will not receive vacation pay out

• An employee who is discharged for disciplinary reasons may be ineligible for rehire. The supervisor is responsible for the documentation of the discharge and disciplinary action. This documentation will be filed in the employee’s personnel file.

COMMUNICATION, TELEPHONE AND PERSONAL BUSINESS

Personal calls, emails and the use of cell phones are allowed only on an emergency basis and only during employee breaks. All personal mail must be directed to your home. Personal business activities are not to be carried on during working hours. All electronic and telephonic communication systems (including voice-mail) belonging to ORGANIZATION NAME, and all communications and information transmitted by, received from, or stored in these systems are the property of ORGANIZATION NAME, and as such are to be used solely for job-related purposes. The use of any software and business equipment belonging to ORGANIZATION NAME, including, but not limited to, facsimiles, computers, and copy machines for private purposes is strictly prohibited.

OPPORTUNITIES FOR COMMUNICATION

Effective communication is essential to maintain productivity, sustain morale and foster constructive employee relations. Communication is an ongoing process, and ORGANIZATION NAME invites suggestions on how to enhance communications.

Employees and their supervisor

Questions and concerns relating to job activities should be first presented to supervisors. Communication between the supervisor and the employee should be ongoing and address concerns, duties and expectations. Supervisors can help employees achieve their professional goals by providing career development information.

Department and unit meetings

Departments and units meet to communicate goals and objectives and to discuss workplace issues of interest to employees. Employees should check with supervisors to obtain a schedule of the meetings.

Management Meetings

All levels of management routinely hold meetings to communicate information and discuss matters of importance.
COMPENSATION

Regular Pay Procedures:

ORGANIZATION NAME employees are paid weekly. All required deductions, such as federal, state, and local taxes, and all authorized voluntary deductions, such as health insurance contributions, will be withheld automatically from your paycheck. The hourly employees are responsible for submitting their own documentation of work and hours completed to their supervisors each Monday for hours worked the previous week.  The work week ends on Saturday. Failure to submit documentation may delay the issuance of a paycheck until the next pay period. Employees may elect to have their paycheck automatically deposited by providing the necessary documentation. 

All employees are classified as exempt or nonexempt for purposes of overtime compensation. 

Exempt Employees:
Salaried employees are ineligible for overtime compensation. Employees are paid a salary commensurate with their job responsibilities regardless of the number of hours worked, and therefore are not eligible for overtime pay, however each salaried employee must still submit documentation of hours worked as noted above

Nonexempt Employees:

Overtime Compensation Policy 
ORGANIZATION NAME compensates overtime for nonexempt employees in accordance with federal wage and hour laws. Only nonexempt employees (hourly employees and paraprofessional employees) are entitled to overtime compensation. Nonexempt employees are not authorized to work beyond their normal work schedule without advance approval from their supervisor. Overtime is legally defined as all hours worked in excess of 40 hours weekly and is not measured by the day or by the employee’s regular work schedule. Employees must work more than 40 total hours in a week to earn overtime compensation. For the purpose of calculating overtime, a workweek begins at 12:01 a.m. Sunday and ends at midnight Saturday. Employees will be compensated for overtime at time-and-a-half rate with compensatory time off (comp time). The following applies to all nonexempt employees 

Weekly time sheets will be maintained on all nonexempt employees for the purpose of wage and salary administration.

STANDARDS OF CONDUCT

Employees of ORGANIZATION NAME are expected to accept certain responsibilities, adhere to accepted business and professional principles in manners of personal conduct, and exhibit a high degree of personal integrity at all times. This responsibility not only involves sincere respect for the rights and feelings of others, but also demands that both in professional and in personal life employees refrain from any behavior that might be harmful to the employee, coworkers, and/or ORGANIZATION NAME or that might be viewed unfavorably by current clients or by the public at large.
COMMUNICATION WITH MEDIA

Media inquiries in relation to ORGANIZATION NAME must be handled in accordance with the following guidelines:
Inquiries regarding a specific transaction should be referred to the individual or individuals in charge of the matter; if they are not available, then to the President or Vice President. All other inquiries should be referred to President, who will respond directly or designate another spokesperson and who will also help draft or direct an appropriate response if necessary. This policy covers all forms of responses to the media, including off-the-record and anonymous statements.

TRAVEL AND EXPENSES

Employees will be reimbursed for all reasonable and necessary expenses they incur while traveling on ORGANIZATION NAME business. Use your discretion, but try to keep costs low. 

You must record all travel and business activities on the Company's Expense Report Form and submit it to the Treasurer along with appropriate receipts. All Expense Report Forms should be submitted to the Treasurer with the bimonthly work documentation. Expenses incurred without receipts or not submitted within two weeks will not be reimbursed.
REMEMBER OUR IMAGE

ORGANIZATION NAME views service to our animals and our clients as our most important responsibility. You are expected to help us carry out this policy by extending every courtesy and assistance towards the animals and clients as well as your co-workers

APPEARANCE/DRESS GUIDELINES

ORGANIZATION NAME wants to ensure that the appearance of each employee is consistent with a professional image and standards of hygiene and safety. 

Universal dress code guidelines for all employees of ORGANIZATION NAME include the following:
* Shirts, jeans or shorts with inappropriate messages

• Ranch personnel must always wear closed toe shoes
• Office personnel must dress appropriately for an office environment, sandals are acceptable, however, closed toe shoes must be worn when giving tours or anytime outside in and around the horses. 
• Ranch personnel must always wear shirts

• Appearance and Personal Hygiene- All employees will practice good hygiene. 
• Fundraising and tabling events: it is suggested that employees wear shirts with ORGANIZATION NAME logo.
DISCIPLINARY ACTION

When an employee violates Equine ORGANIZATION NAME standards, his/her supervisor is responsible for acting promptly to correct the situation and to prevent further occurrences. Often, disciplinary action is taken in a progressive manner in order to provide the opportunity for the employee to correct his/her behavior and to meet work standards.

Examples of progressive steps in this process are:

* Verbal Counseling

* Written Counseling

* Suspension

* Discharge
Any and all of these steps may be omitted as ORGANIZATION NAME deem appropriate upon review of the circumstances. There may also be offenses which are deemed sufficiently serious to result in immediate termination. These may include, but are not limited to, acts of violence, fighting, theft, abandonment of position, breach of confidentiality, carrying weapons of any sort without appropriate permits, falsification of records, and the possession, use, sale, purchase, or distribution of any illegal drug(s)/substance(s), drug paraphernalia, or alcohol. In addition, ORGANIZATION NAME will consider the facts surrounding an arrest, a criminal complaint, a summons to answer a criminal charge, an indictment, criminal information, or any other criminal charge or conviction of an employee as a basis for disciplinary action. Employees are required to report any arrests, indictments or convictions to ORGANIZATION NAME immediately upon notice. If the particular circumstances and the offense charged, in our judgment, present a potential risk to the safety and/or security of our volunteers, employees, premises and property, such events may result in disciplinary or other appropriate action.
GRIEVANCE REVIEW

ORGANIZATION NAME is committed to fair and consistent employment practices and procedures, and is committed to providing procedures whereby employee issues are resolved internally in a timely, efficient and fair manner. Employees who have a problem or feel they have been unfairly treated have the opportunity to appeal through a formal procedure. All appeals will be handled in a confidential manner and as promptly as possible. Every effort will be made to find a resolution, which is reasonable and fair. If an employee has questions concerning the policies and procedures of the organization he/she may seek assistance through the supervising staff or, failing the proper attention of the matter by the supervising staff, the employee shall bring the matter to the next level of supervision. 

EMPLOYMENT AT WILL

ORGANIZATION NAME believes in and adheres to the doctrine of employment at will, unless or except as modified by applicable law ORGANIZATION NAME and its employees each have the right to terminate the employment relationship with or without cause at any time for any reason in accordance with company policy.
EMPLOYEE RECORDS

An employee's personnel file consists of the employee's employment application, withholding forms, reference checks, emergency information and any performance appraisals, benefits data or other appropriate employment-related documents. 

It is the employee's responsibility to notify the Bookkeeper,  Administrative Assistant, or  ORGANIZATION NAME President of any changes in name, address, telephone number, marital status, number of dependents, military service status, beneficiaries or person to notify in case of an accident. 

Misrepresentation of any fact which you have provided information for on your application, in your personnel file, or any other document is sufficient reason for dismissal. Personnel records are considered company property and are not available for review by other employees. 

Introductory (Probationary) Period

The first 90 days of employment is an Introductory Period for both the employee and the Company.  However, during and after this period, the working relationship will remain at will.

This time period allows you to determine if you have made the right employment decision and ORGANIZATION NAME, to determine whether your initial work performance meets our needs. Your manager will monitor your work performance, attitude and attendance during this time, and be available to answer any questions or concerns you may have about your new job.

Benefits such as time off for vacation, personal days, sick days or bereavement leave do not accrue during this period.

The Introductory Period may be extended at management's discretion.

Reference/Background Checks
ORGANIZATION NAME conducts reference and background checks on all new employees. Employees who have falsified information on their employment applications will be disciplined, which could include termination.  Applicants who have provided false information may be eliminated from further consideration for employment.
TERMINATION, RESIGNATION AND DISCHARGE

Unless expressly proscribed by statute or contract, employment ORGANIZATION NAME is on an "at will" basis and may be terminated with or without cause or notice.  Similarly, employees are free to resign their employment at any time.  If at any time it is necessary for an employee to resign his or her employment with the Company, ORGANIZATION NAME requests at least two weeks notice.  Failure to provide notice may lead to forfeiture of accrued vacation or other benefits at the discretion of ORGANIZATION NAME 

Any employee who is discharged by Equine ORGANIZATION NAME, shall be paid only wages or salary accrued to the effective date of the separation.

ACCOUNTING AND FINANCIAL REPORTS


ORGANIZATION NAME financial statements and all books and records on which they are based must accurately reflect the Company's transactions. All disbursements and receipts must be properly authorized and recorded.  

You must record and report financial information accurately. Reimbursable business expenses must be reasonable, accurately reported and supported by receipts.

Those responsible for handling or disbursing funds must assure that all transactions are executed as authorized and recorded to financial statements in accord with generally accepted accounting principles.  

WORK RULES AND REGULATIONS

ORGANIZATION NAME has established these rules and regulations in order to promote our orderly and efficient operation for the benefit and protection of the rights and safety of our animals, clients, visitors, volunteers and co-workers. These rules and regulations and others, which may be established from time to time, and the procedure for disciplinary action are published as a guide to what is considered unacceptable conduct. The organization reserves the right to change these rules and regulations as it, in its discretion, feels appropriate. These guarantee that any particular discipline or disciplinary process will be applied; the determination of when discipline is to be applied and the level of discipline to be applied in any situation is wholly within our discretion.

It is impossible to anticipate all possible infractions or violations of policy. Equine ORGANIZATION NAME reserves the right to impose discipline for offenses not enumerated below and to alter the penalty specified for the offenses outlined bellowed if, in its opinion, the circumstances warrant.

Violation of the following category of Work Rules is subject to immediate discharge:

• Gross negligence of animal care.

• Improper release of confidential or privileged information.

• Unauthorized use, removal, theft or intentional damage to the property of a volunteer, donor, visitor, staff member, co-worker, the organization or an independent contractor.

• Accepting or soliciting tips or personal gifts from clients, visitors or vendors.

• Refusal to perform assigned work.

• Unauthorized absence from assigned work area.

• Falsification of employment, application forms or other organization records.

• Altering or falsifying the time record on one’s own time sheet or altering or falsifying the time as registered on the time sheet of another employee.

• Assault and battery.

• Unauthorized possession of firearms or other weapon on any ORGANIZATION NAME premises or any property under our control or while functioning on behalf of the organization unless such possession is known to the supervisor and is in accordance with the laws of the state.

• Disorderly or immoral conduct (including sexual harassment) while on ORGANIZATION NAME premises or business, or which is in any way detrimental to the organization’s operations or to ORGANIZATION NAME in the community.

• Reporting for work under the influence of an intoxicant, narcotics, or other drugs that may affect performance; consumption, distribution, possession or use of intoxicants, narcotics, or other drugs that may affect performance on ORGANIZATION NAME premises.

• Absent for scheduled working day without notification.

• Abandonment of position/responsibilities (i.e. leaving ORGANIZATION NAME premises when adequate relief coverage is not available.)
• Withholding organizational information from supervisors or telling supervisors incorrect, misleading or false information.

*Unauthorized use of any company owned equipment, including but not limited to: trucks, trailers, saddles, tack, computers, printers, copiers, or tools.
• Other serious misconduct not specifically outlined above.
Training

All ranch staff are to be trained in appropriate manual restraint techniques, emergency, escape, disaster preparedness, illness and injury procedures, zoonotic training and volunteer recruitment, training and supervision.

Paid ranch staff must sign forms acknowledging such training after the end of each training period.
CONFIDENTIAL INFORMATION

ORGANIZATION NAME will maintain the confidentiality of “protected information” that is deemed to be confidential by law. This information may include, but is not limited to, information on clients, employees, applicants, donors, research, and financial and business operations. Such information is made confidential by law or by policy. Confidential information may be information in any form: e.g., written, electronic, oral, overheard or observed. Access to all information is granted on a “need to know basis”. A “need to know” is defined as information that is required in order to do your job. During your daily work, you may be exposed to information that is considered strictly confidential. This information should not be discussed with anybody, including; other employees, co-workers, other families, your family, and friends. You must be alert to others overhearing your professional discussions regarding confidential information or an employee's behavior/performance. Disclosure of information as necessary should be made to those supervisors having a “need to know,” and to the Office of the President upon request.

Disclosure of confidential information is grounds for disciplinary action up to and including termination. 

All business records, documents, supplies, materials and clothing provided to you or in your possession must be returned to ORGANIZATION NAME  upon termination of your employment.

LATENESS OR ABSENTEEISM FROM WORK

It is the responsibility of all employees to meet standards of attendance. Chronic, habitual, and/or excessive lateness or absenteeism, as determined by ORGANIZATION NAME  , will not be tolerated. Supervisors and Managers schedule employees to work in order to meet quality and operational requirements. Your failure to report for work on time or not to report at all, affect our ability to provide services, and places an undue burden on those who report for work as scheduled. It is, therefore, essential that you report to work on time and in accordance with your work schedule. Lateness, excessive absenteeism, and failure to follow call-in procedures, are cause for disciplinary action up to and including termination. If you are absent and you do not call in for two consecutive scheduled workdays, you are subject to immediate termination for abandonment of position.

SLEEPING ON DUTY

Under normal working circumstances, no employee will be allowed to sleep on duty or while on duty. Under unusual circumstances or occasions, and at the discretion of the President, an employee may be authorized to sleep, and will be given verbal permission to do so. Employees found violating this policy will be subject to disciplinary action up to and including termination.

NOTE: Unusual circumstances or occasions for an employee sleeping while on duty may be: disaster response, weather conditions, medical crises demanding longer than 16 hours of work time without relief, or other situations determined on an emergency basis. To provide the best medical care possible, ORGANIZATION NAME  employees must exhibit the highest degree of competence and attention to the performance of their job functions at all times.

ALCOHOL AND DRUG ABUSE

The possession, use, sale, purchasing, or distribution of any illegal drug(s)/substance(s), drug paraphernalia, or alcohol by any employee while in the work place, on ORGANIZATION NAME  premises, or while performing related work off-site is strictly prohibited. In addition, ORGANIZATION NAME  will not permit any employee to report to work or perform his/her duties after having ingested illegal drugs, or while under the influence of alcohol. The presence of any detectable amount of any illegal drug/substance in an employee's system while performing ORGANIZATION NAME  business or in a ORGANIZATION NAME  facility is strictly prohibited. In addition,  ORGANIZATION NAME  does not permit any employee to report to work or perform his/her duties while taking prescribed drugs that adversely affect the employee's ability to effectively perform his/her job functions. Employees currently taking a medication prescribed by their own physician(s) must carry it in the container labeled by a licensed pharmacist. The taking of any prescribed medication that causes drowsiness or will affect job safety and performance must be made known to your supervisor to determine whether you may continue working while taking the medication. Any employee who violates this policy shall be subject to disciplinary action up to and including termination.
Staff persons must report any medical conditions or physical limitations which may hinder their ability to care for animals in a safe and competent manner. (Note: Failure to do so may represent misconduct.)
VACATION

Only active, full-time salaried employees are eligible for paid vacation, and all vacation must be earned before being taken. Vacation will be accrued at the rate of five days per year after a full year of service accruing one-half a day per month for ten months. Vacation days earned and not taken by the end of the employment anniversary will not carry over to the next year. You may not substitute pay for unused vacation unless you have your supervisor's written approval. 

ORGANIZATION NAME  reserves the right not to approve a vacation request if it will interfere with Company operations or adversely affect coverage of job and staff requirements.  Whenever possible, employees' requests for vacation will be accommodated, but where scheduling conflicts arise, seniority will prevail.
Paid holidays for full-time salaried employees only is as follows, either Christmas Day or Thanksgiving Day, to be determined by the Supervisor.  If the holiday falls on a Saturday the paid day off is the Friday before.  If the holiday falls on a Sunday the paid day off is Monday. Any full-time salaried employee who calls in sick or doesn’t show up for work the day before or the day after a paid holiday day off forfeits the paid day off and will take leave without pay for the day they do not show up or call in sick and for the paid holiday.

SICK LEAVE
No sick leave is offered by the organization for employees or independent contractors.
ORGANIZATION NAME  
ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING

Unless expressly proscribed by statute or contract, my employment is "at will."  I understand that I have the right to terminate my employment at any time, with or without cause or notice, and that the Company has the same right.  I further understand that my status as an "at will" employee may not be changed except in writing and signed by the President of the Company.

I understand that the information I come into contact with during my employment is proprietary to the Company and accordingly, I agree to keep it confidential, which means I will not use it other than in the performance of my duties or disclose it to any person or entity outside the Company.  I understand that I must comply with all of the provisions of the Handbook to have access to and use Company resources.  I also understand that if I do not comply with all provisions of the Handbook, my access to Company resources may be revoked, and I may be subject to disciplinary action up to and including discharge.

I further understand that I am obligated to familiarize myself with the Company's safety, health, and emergency procedures as outlined in this Handbook or in other documents.

Last Name ____________________ First Name ___________________________

My signature on this form is to acknowledge that I have received a copy of the ORGANIZATION NAME  Employee Handbook. I understand that it is my responsibility to read the Handbook. If I have questions concerning the information herein, I will bring them to the attention of my Supervisor.

I understand that the policies and procedures contained in the Handbook constitute management and employee guidelines only, and are in no way to be interpreted as a contract between ORGANIZATION NAME  and any of its employees. I further understand that ORGANIZATION NAME  reserves the right to change, modify, or delete any of its work rules and policies at any time.

____             _______________________________________________________

Date             Employee Signature

_______________________                                                        ___________________________

Witness   (President or VP)                                                                     Witness Name (print)
ORGANIZATION NAME
Employment Agreement
Between

ORGANIZATION NAME  
And

Name:                  Last Name ____________________ First Name ___________________________
Position:

Title
Start Date:
Hire Date
Wages:

Hourly rate of $00.00.  See Employee Handbook for more details

Responsibilities:
Job Description: Title
All aspects of office or ranch including but not limited to:
Other duties as assigned
If employee is dismissed with cause, employee will have forty-eight (48) hours to remove all personal effects from company property.  Any damage done to company property after dismissal is made – replacement of damage will be the sole responsibility of employee.

If employee quits with notice, employee will have the length of notice given to remove all personal items from company property.

____             _______________________________________________________

Date             Employee Signature

_______________________                                                        ___________________________

Witness   (President or VP)                                                                     Witness Name (print)
ORGANIZATION NAME  
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