A. Welcome to the ___________________ Farm

I have been in business since ____________. At present the farm consists of approximately 2500 acres of rented land in _____________________________________ counties of Minnesota. 









Crops typically raised are wheat, soybeans, corn, canola, and edible beans.
B. Mission Statement of the __________________ Farm

To produce and market quality agricultural commodities that will generate a profit to support a quality lifestyle.

C. Business Policies of the ___________________ Farm

1) General Policy Statement

The primary reason for this document is provide background and direction to my employees. This document is intended to reduce problems and conflicts between employees and the owner. It will provide:

· Consistent communication. Every employee will receive the same information. Business policies will be written down in order to avoid unnecessary problems and questions.

· Fair employee treatment. If everyone follows the guidelines, everyone will be treated fair and consistent.

· Improved performance.
2) Organizational Structure

All employees will report directly to the owner/manager unless otherwise instructed. In the absence of the owner/manager, the full-time employees will supervise the part-time employees.


3) Employee Feedback Process 

Employees will be able to provide feedback to the  owner/manager on a weekly basis. Each Monday morning Brian the owner/manager will meet with all employees to layout the tasks to hopefully get accomplished that week. Also during this time employees will have their opportunity to make special requests for needed time off and also to provide feedback regarding employment conditions and the activity structure of the farm.

4) Employee Use of Business/Farm Equipment
Employees may on occasion use  farm or shop equipment as long as the employee has asked to do so and has been given permission by the owner/manager. Equipment is expected to be returned in the same condition as it was prior to being used by the employee in a none-employee status.   

5) Alcohol and Substance Abuse

Coming to work intoxicated or drinking during work hours will not be allowed and will be grounds for termination. 

6) Smoking

Smoking is not allowed in the farm shop or in any of the farm equipment that has a cab. Also, if working directly with non-smoking employees, please make all efforts to keep second hand smoke away from them.

7) Safety
If you are injured, or see a fellow employee injured, or know that machinery has been damaged or is severely worn please respond accordingly and let the owner/manager know as soon as possible. As a farm we realize accidents and injuries can happen and that machinery breaks and wears out. Please inform us so that the equipment can be repaired. Safety is very important to us and our goal is to do everything in our power to provide a safe work environment for our employees and ourselves. Your suggestions for making our farm a safer place to work will be welcomed.

D. Employee Work Policies for the ___________________Farm

1) Job Descriptions

A) Grain and Bean Farm Employee
B) Grain and Bean Farm General Farm Laborer
2) Hours of Work           

Work hours will vary by employee based on individual agreements with the owner/manager.  During critical times of the crop production period, working the hours to get the job done will be expected. Working on Sundays during planting and harvest may be needed. The farm owner/manager will do their best in planning to avoid Sunday work.

3) Overtime Policy

One workweek will be 48 hours unless otherwise agreed upon. Anytime over 48 hours in a week is considered overtime by state statute. In lieu of overtime pay, you will be given time off in off-peak periods and paid at your regular hourly wage. Work hours that are deemed as overtime must be approved by the owner/manager. 


4) Attendance / Lateness

I expect our employees to arrive on time and be prepared to work. Duties for the upcoming week will be discussed at the Monday morning employee meetings and posted by the time clock. If you are going to be late or unable to come to work give me a call at home and/or my cell phone.

Frequent lateness, longer meal breaks than allowed, and/or poor attendance may lead to you losing your job.

5) Vacations/Holidays/Permitted Leave of Absence

We realize that my employees have personal/family commitments that arise. We would like that if you need a day(s) off that you inform myself as soon as you can. If you need to leave work early during a given week please request that at the Monday morning employee meeting.

At this time, we are not offering paid vacation or holidays to any employees.

Holidays will generally not be worked. Memorial Day and Labor Day may be the exceptions.    

E. Employee Pay Information

1) Recording/Documenting Hours Worked

Use the time clock in the shop to punch in and out every day. Keep your card in your slot by the time clock. You must punch in and out for lunch, but you do not need to punch out for shorter breaks.

If for some reason you forget to punch in, tell the owner/manager so that the correction can be made.

2) Pay Periods

All employees will be paid on 15th and 30th of each month in which they have worked hours. Paychecks may be picked up in the farm shop on payday. If needed, other arrangements can be worked out.

3) Cash Advances

Cash advances are not available. Employees will not receive any revenue beyond the hours of work that have been put in.

F. Employee Discipline/Dismissal/Conflict Issues/Job Performance

1) Employee Discipline/Dismissal

To operate a safe and successful business we must all observe and follow basic employment terms. If your behavior interrupts the operation of the farm, disciplinary action may result.

Disciplinary action may include a verbal or written warning, suspension without pay and termination of your work agreement. Typical order of discipline:

a) First violation will result in a verbal warning.

b) Second violation will result in a written warning.

c) Third violation will result in suspension without pay.

d) Fourth violation will generally result in employment termination.

Depending on the severity of the violation, disciplinary action may vary.

2) Resolving Employee Conflicts

In the event that a conflict between you and a fellow employee occurs, let the owner/manager know. It will be addressed at the following weeks Monday morning meeting unless the conflict becomes violent, at which time it would have to be resolved at the earliest opportunity.  Physical violence committed to a fellow employee/or the owner/manager may result in immediate employment termination as well as legal action based on civil law.

3) Job Performance Evaluation Process
All employees will have a performance review completed at the end of the cropping season. Items to be discussed will generally include job knowledge, performance of the job, attendance issues, ability to work with others, and following directions as provided by the owner/manager.

You will be asked to complete a self-evaluation prior to your performance review. You will be able to discuss your goals as one of our employees for the upcoming year.

G. Employee Benefits

1) Workers’ Compensation Insurance

At this time, our farm is not required to carry Minnesota Workers’

Compensation Insurance coverage. It is your responsibility to carry

Health and/or disability insurance for yourself.

2) Employee Benefit Package

At this time our farm is not offering any employee benefits.

