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Personnel Policy

Effective January 1, 2006


NOTE:  Applies to Office Staff

General Policy
All new employees will be on probation during the first 90 days.  At the end of this 90 day period there will be a performance evaluation.  All employees are required to adhere to the requirements outlined in the Policy & Procedures Manual.

Holidays
After the probationary period office employees will be eligible for scheduled paid holidays as follows:




New Year's Day


Labor Day




Memorial Day


Thanksgiving Day




Independence Day

Christmas Day

The employee must work the day before and the day after a holiday to qualify for holiday pay.

Vacations
All office employees will be eligible for one (1) week paid vacation after one (1) year of continuous service.


Vacations should be scheduled for either early or late summer, whenever possible.  Vacation time should be scheduled at least 90 days in advance.  Vacations will be scheduled on a first come, first served basis.

Sick Leave

Valley Wide Plastering offers sick leave benefit for all employees upon completion of their 90-day probation period. Each employee will receive 3 days paid sick time per year. 

Each employee taking a sick day, needs to call at 8:00 a.m. on the day of the absence, to notify the office. Each employee is also responsible to fill out an absence form stating the reason for the missed day. This form needs to be submitted to Rose, or Darv. Failure to comply with this procedure will result to an unpaid sick day.

Absence & Punctuality
Experience has shown that initial impressions regarding attendance are important indicators of future success.  For this reason your punctuality and attendance will be closely monitored.  We expect our employees to arrive for work at 7:45 A.M.  Employees are authorized a one hour lunch (unpaid for hourly staff).  Salaried staff will have one hour for lunch only.  Any time off will be deducted from your pay and should be scheduled and approved in advance.  

Personal Business
All employees are encouraged to refrain from transacting personal business at the office to the extent it is possible.  Any personal calls should be made during your lunch hour or during your scheduled break.  Break time should be scheduled to provide phone coverage at all times.

Resolving Problems
It is important for you to know our policy in dealing with employees and the procedures available to you in resolving conflicts at work without concern for reprisal.  VWP, Inc. believes in open and honest communication as a means of reaching understanding and agreement when problems occur.  If you have a problem you are encouraged to discuss it with either Jesse Guerrero or Rose Guerrero.  It is always best to discuss the problem when it occurs rather than waiting until it has developed into a serious situation.

Wage & Performance Reviews
All employees shall be reviewed at least annually and shall be evaluated based upon past performance and compliance with policies and procedures.

Employee Personnel Records
Each employee has a responsibility to assist us in keeping accurate records.  All employees should report any change of address or telephone number.

Dress Code
Neatness and professionalism are the only requirements.  Remember you meet the public and act as our representative.

Employee






Date

