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INTRODUCTION

 WELCOME TO ORT FARMS LLC!
We’re very happy to welcome you to our Farm. Thanks for joining us! The Farm would
like you to feel that your employment with us will be mutually beneficial and enjoyable.
 
You are joining an organization that has established an outstanding reputation for quality
products and services. Credit for this goes to every one of our employees and we hope
that you will find satisfaction and take pride in your work here.

 
 HISTORY

History of Ort Farms:

Review this so that you can discuss this with customers and give them information on
the farm.

Established in 1868 by the Grandfather of Harvey Ort Sr. and we were farming on
Schooleys Mountain at that time.

We began farming at the current location in 1916, when Harvey’s Grandfather moved
down the hill. At the time we were a dairy farm, milking cows daily.
Harvey Ort Sr. was born in the house across the street and worked on his farm with wife
Edith and their 11 kids as they were raised here. As Harvey’s father (Jake) grew older
Harvey Sr. took over the operations and also started a trucking business. All along, the
family sold items under the tree across the street, to make extra money. Harvey’s
mother also sold home made bread. In the 70’s Harvey Sr. decided to put a wagon out
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on the side of the road and sell products on it. That is how the idea of the farm stand
became. At the time several Ort children helped out at the farm stand. Harvey Jr. worked
on the farm his whole life along with his siblings and after high school decided to
become a full time farmer. He worked with his family to diversify the product selection
at Ort Farms, expanding the vegetable production and offering the PYO pumpkins and
farm tours.

Many of the Ort Family still lives in Long Valley, and they are very involved in the
community, with the long valley fire co and other community organizations. As long time
Long Valley-ans they are devoted to helping their community.

 MISSION AND VISION

We will listen to, work collaboratively with and partner with our customers to provide
exceptional products, services and experiences that meet or exceed customer
expectations through, communication, innovation and continuous improvement.

We will provide a safe and enjoyable working environment for our employees, providing
them with clearly defined roles/responsibilities and a proper work/life balance.

We will be a strong partner within our community supporting community outreach and
environmental programs.
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 CORE VALUES

Ort Farms provides our customers with an experience. We want our customers to have
an enjoyable time at the farm and find quality products at a reasonable cost. We want
them to enjoy interactions had at Ort Farms and recognize us as the best farm in the
area, noting that we are a family run business with “old fashion values”.

We value our employees and encourage employees to be creative and enthusiastic
about their position.

 HANDBOOK PURPOSE

This employee handbook is presented as a matter of information and has been prepared
to inform employees about the Farm’s philosophy, employment practices, policies, and
the benefits provided to our valued employees, as well as the conduct expected from
them. While this handbook is not intended to be a book of rules and regulations or a
contract, it does include some important guidelines which employees should know.
Except for the at-will employment provisions, the handbook can be amended at any
time.
 
This employee handbook will not answer every question employees may have, nor
would the Farm want to restrict the normal question and answer interchange among us.
It is in our person-to-person conversations that we can better know each other, express
our views, and work together in a harmonious relationship.
 
We hope this guide will help employees feel comfortable with us. The Farm depends on
its employees; their success is our success. Please don’t hesitate to ask questions. Every
manager will gladly answer them. We believe employees will enjoy their work and their
fellow employees here. We also believe that employees will find the Farm a good place
to work.
 
No one other than the Board Of Managers may alter or modify any of the policies in this
employee handbook. No statement or promise by a supervisor, manager, or designee is
to be interpreted as a change in policy, nor will it constitute an agreement with an
employee.
 
Should any provision in this employee handbook be found to be unenforceable and
invalid, such a finding does not invalidate the entire employee handbook, but only the
subject provision. Nothing in this handbook is intended to infringe upon employee rights
under Section 7 of the National Labor Relations Act (NLRA) or be incompatible with the
NLRA.
 
We ask that employees read this guide carefully, become familiar with the Farm and our
policies, and refer to it whenever questions arise.
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EMPLOYMENT

 BACKGROUND CHECKS

The Farm may conduct a background check on any applicant or employee with their
signed consent. The background check may consist of prior employment verification,
reference checks, education confirmation, criminal background, credit history, or other
information, as permitted by law. Third-party services may be hired to perform these
checks. All offers of employment and continued employment are contingent upon a
satisfactory background check. Refusal to consent to a background check may result in
discipline, up to or including termination.
 
 AT-WILL NOTICE

The employment relationship between the Farm and employees is at-will. This means
that employees are not hired for any specified period of time and their employment may
be terminated at any time, with or without cause, and with or without notice, by either
the Farm or the employee. Farm policy requires that all employees are at-will; any
implied, oral, or written agreements or promises to the contrary are void and
unenforceable, unless approved by the Board of Mangers with the power to create an
employment contract. There is no implied employment contract created by this
Handbook or any other Farm document or written or verbal statement or policy.
 
 
 INTRODUCTORY PERIOD

The employee's first 14-30 days of employment with the Farm are considered an
introductory period. This introductory period will be a time for getting to know fellow
employees, managers and the tasks involved in the position, as well as becoming familiar
with the Farm's products and services. The supervisor or manager will work closely with
each employee to help them understand the needs and processes of their job.

This introductory period is a try-out time for the employee and the Farm. During this
introductory period, the Farm will evaluate employees' suitability for employment and
employees can evaluate the Farm as well. At any time during the first 60 days,
employees may resign. If, during this period, employee work habits, attitude,
attendance, performance or other relevant factors do not measure up to our standards,
the Farm may terminate employment.

At the end of the introductory period, the supervisor or manager will discuss each
employee's job performance with them. During the course of the discussion, employees
are encouraged to give their comments and ideas as well.

Completion of the introductory period does not guarantee continued employment for
any specified period of time, nor does it require that an employee be discharged only for
cause. Completion of the introductory period also does not imply that employees now
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have a contract of employment with the Farm, other than at-will. Successful completion
of the introductory period does not alter the at-will employment relationship.

A former employee who has been rehired after a separation from the farm of more than
one year is considered an introductory employee during their first 60 days following
rehire.

 EMPLOYMENT CLASSIFICATIONS

The Farm has established the following employee classifications for compensation and
benefit purposes only. An employee's supervisor or manager will inform the employee
of their classification, status, and responsibilities at the time of hire, re-hire, promotion
or at any time a change in status occurs. These classifications do not alter the
employment at-will status.

 Regular Full-Time Employee
An employee who is scheduled to work no less than 100% of the scheduled work hours
in a workweek on a fixed work schedule (not less than 40 hours per week). This
employee will be employed all year round. The employee may be exempt or non-exempt
and is generally eligible for all employment benefits offered by the Farm.

 Regular Part-Time Employee
An employee who is scheduled to work less than 40 hours per week and based on
specific needs of the farm.

 Temporary/Seasonal Employee
An employee who is scheduled to work on a specific need of the Farm. The employee
will not receive any benefits unless specifically authorized in writing. Retail
temporary/seasonal employee hours cannot exceed 40 hours per week without
authorization of a manager.

 Exempt
Employees whose positions meet specific tests established by the Fair Labor Standards
Act (FLSA) and applicable state law and who are exempt from overtime pay
requirements. The basic premise of exempt status is that the exempt employee is to
work the hours required to meet their work responsibilities. Agricultural field workers
are considered exempt and will not be paid overtime rate for overtime hours.

 Non-Exempt
Employees whose positions do not meet FLSA and state exemption tests and who are
paid a multiple of their regular rate of pay for overtime hours worked. Unless notified
otherwise in writing by management, all employees of the Farm are non-exempt.
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 EMPLOYEE REFERENCES

All employee reference check requests should be forwarded to The administrator only
authorized members of management may provide this information. When the Farm is
contacted for a reference check or employment verification, generally only positions
held and dates of employment will be confirmed. In some circumstances, past salary and
eligibility for rehire may be provided as well.
 
 JOB TRANSFERS

The Farm aspires to promote qualified internal candidates to fill open positions
whenever possible and practical. When job openings occur, current employees are
encouraged to apply.
 
Management reserves the right to place an employee in whatever job it deems useful or
necessary. All job transfers, reassignments, promotions, or lateral transfers are at the
discretion of the Farm.
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CONDUCT AND BEHAVIOR

 GENERAL CONDUCT GUIDELINES

Employees are expected to exercise common sense and courtesy at all times, for the
benefit of customers, co-workers, and the farm as a whole. Professionalism is expected,
as is respect for the safety and security of people and property. Failure to meet these
expectations may be grounds for discipline, up to and including termination. The
following are examples of unacceptable conduct, but this is not an exhaustive list. 
 
• Failure to follow the policies outlined in this handbook.
• Negligent, careless, or inconsiderate treatment of customers or their information.
• Theft, misappropriation, or unauthorized possession or use of any property that

does not belong to the employee.
• Unauthorized removal of farm property from the premises.
• Sharing trade secrets or other confidential business information with anyone who

does not have an official need to know.
• Accessing, without authorization, confidential information pertaining to customers

or employees.
• Falsifying or changing any type of farm, customer, or employee document or record

without authorization.
• Willfully, negligently, or carelessly damaging, defacing, or mishandling property of

the Farm, a customer, or an employee.
• Taking or giving bribes of any nature.
• Entering farm premises without authorization.
• Violating security, safety, or fire prevention regulations, or tampering with safety

equipment.
• Unauthorized use of a personal vehicle for farm business.
• Conduct that is illegal under federal, state, or local law.
• Creating a disturbance on farm premises.
• Use of abusive language.
• Any rude, discourteous, or unbusinesslike behavior, on or off farm premises, which

is not protected by Section 7 of the National Labor Relations Act and that adversely
affects the Farm services, operations, property, reputation, or goodwill in the
community, or interferes with work.

• Insubordination or refusing to follow instructions from a supervisor or manager;
refusal or unwillingness to accept a job assignment or to perform job requirements.

• Leaving during scheduled work hours without permission; unauthorized absence
from assigned work area during regularly scheduled work hours.

• Sleeping during regular working hours.
• Recording time for another employee or having time recorded by another

employee.
• Use or possession of illegal drugs on farm premises at any time.
• Use of alcohol or illegal drugs during working hours, or working under the influence

of intoxicants.
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• Unauthorized possession of a weapon on farm premises.
• Soliciting, collecting money, vending, and posting or distributing bills or pamphlets

during working hours in work areas. Such activity by employees during non-working
time, including meal and rest periods, is not restricted so long as such activity does
not interfere with the regular operation of business, is orderly, lawful, in good taste,
conducted in an orderly manner, and does not create a safety hazard or a
mess. Non-employees are prohibited from all forms of solicitation on Farm property
at all times.

• No cell phones to be used during working hours. You should not have your phone
out on the floor of the farm stand and should not be standing in the back room
texting. Anyone who abuses this will be asked to put their phone away or turn over
to a manager.

• Proper use of Farm credit card, only to be used when authorized by a manager.
Receipts from all purchases must be handed in to management when returning the
card.

• Leaving work areas or retail areas a mess. Employees are expected to clean up after
themselves and make sure the farm is always presentable.

• Failure to make management aware of any problems/ issues faced in the
workplace.

 

11



COMPENSATION

 PAY PERIODS

The standard 14- day pay period runs from Wednesday-Tuesday in a 14 day period.
The designated pay period for all employees is bi-weekly. Paydays are every other
Thursday. Except as otherwise provided, if any date of paycheck distribution falls on a
holiday, employees will be paid on the following scheduled workday. Direct Deposits will
be entered into your bank on Thursdays.

 TIMEKEEPING

All non-exempt employees are required to use the timekeeping system to record their
hours worked. For the purpose of this policy, all forms of timekeeping will be referred to
as clocking in or out.
 
Employees should clock in no sooner than five minutes before
their scheduled shift and clock out no later than five minutes
after their scheduled shift without managers approval.
Additionally, employees are required to clock in and out for
their designated lunch periods if they are leaving farm
premises. The length of the lunch period will be designated by
the employee’s manager; alteration or waiver of the lunch
period requires manager approval. Waiver of the lunch period
requires prior approval of the employee’s manager. Under no
circumstance may the waiver of the lunch period result in
overtime work.
 
Accurate timekeeping is a federal and state wage and hour requirement, and employees
are required to comply. Failing to enter time into the timekeeping system in an accurate
and timely manner is unacceptable job performance. Employees may not ask another
employee to clock in or out for them. Should an employee miss an entry into the
timekeeping system, they must notify their manager as soon possible for correction. 
 
Non-exempt employees are not permitted to work unscheduled time without prior
authorization from their manager. This includes clocking in early, clocking out late, or
working through scheduled break or lunch periods.
 
 
 OVERTIME

The Farm complies with all applicable federal and state laws with regard to payment of
overtime work. Non-exempt employees are paid overtime at the rate of one and
one-half times the regular rate of pay for all hours worked over 40 in a workweek.
 
Employees will be offered to work overtime when hours are needed by the farm. Any
overtime worked must be authorized by a supervisor or manager, in advance. Working
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unauthorized overtime or the refusal or unavailability to work overtime is not
acceptable work performance, and is subject to discipline, including but not limited to
termination. Any seasonal/temporary employee should not work over 40 hours a week
without authorization from a manager. If the employee is considering switching shifts,
taking on new shifts or taking on additional hours and they will be going over 40 hours a
week they must clear this with a manager first.

Agricultural field workers are not entitled to overtime rate of pay and can exceed 40
hours a week.
 
 
 PERFORMANCE EVALUATION

Employees will generally receive an appraisal of their job performance as scheduled
either monthly or quarterly. This evaluation may be either written or oral. Such
evaluation may not occur at exactly the same time each year, but thereabout, at the
discretion of the employee's manager.

In addition to performance evaluations, informal counseling sessions may be conducted
from time to time.

 WORK ASSIGNMENTS

On occasion employees may be required to perform duties that are not part of their job
description or usual tasks. This may happen because a co-worker is absent, a position is
temporarily vacant, the business or department is particularly busy, or for other reasons.
Employees are expected to perform these additional duties in a timely fashion and to
the best of their ability. Should questions about process or procedure arise, employees
should speak with their manager. Unless informed otherwise, employees will be paid at
their regular rate of pay.
 
 EXPENSE REIMBURSEMENT

The Farm will cover all reasonable, business-related expenses. Any cost that does not fall
within the guidelines below must be approved by the appropriate manager before the
expense is incurred. Employees may not be reimbursed for expenses that were not
approved in advance and are deemed unnecessary or extravagant.
 
The following types of expenses may be reimbursable if you are on farm business. Farm
business includes attending a farmers market, attending a convention or educational
event.
 
• Lodging for farm conventions- dates to be cleared by a manager.
• Parking fees, and tolls
• Mileage on a personal vehicle at the current IRS reimbursement rate
• Conference and convention fees
• Box Truck fuel purchases
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BENEFITS

 SICK LEAVE

Employees will earn one hour of paid sick leave for every
30 hours worked. Exempt employees will be presumed to
work 40 hours per week unless they are regularly
scheduled to work fewer hours, in which case accrual will
be based on their actual schedule. Employees are eligible
to use accrued sick leave on their 120th day of
employment.  
 
Yearly accrual of sick leave, as well as yearly use, is
limited to 40 hours. Up to 40 hours of unused leave will
roll over into a new benefit year.  
 
Sick leave may be used for the following reasons:
• Diagnosis, care, treatment of, or recovery from an employee’s mental or physical

illness, injury, or health condition, or for preventive health care;
• Diagnosis, care, treatment of, or recovery from a family member’s mental or

physical illness, injury, or health condition, or for preventive health care;
• When the employee’s workplace or their child’s school or place of care is closed

because the governor declared a state of emergency;
• When the presence in the community of either the employee or one of their family

members whom they need to care for would jeopardize the health of others under
either a declaration of a state of emergency by the governor or an issuance by a
healthcare provider, the Commissioner of Health, or another public health
authority; 

• When the employee isolates or quarantines or cares for a family member in
quarantine as a result of a suspected exposure to a communicable disease and a
finding that the presence of the employee or their family member in the
community would jeopardize the health of others, under either a state of
emergency as declared by the governor or the recommendation, direction, or order
of a healthcare provider or authorized public official;

• When time off is needed because the employee or a member of their family is a
victim of domestic or sexual violence; or

• To attend a school-related conference or meeting.
 
When sick leave is used, it will be paid at the employee’s regular rate of pay. Sick leave
may be used in increments of two hours or more.  
 
If the need for sick leave is foreseeable, employees must provide seven days’ notice. If
the need for sick leave is unforeseeable, the employee must provide notice as soon as
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practicable. Employees who use leave for three or more consecutive workdays may be
asked to provide documentation of the need for leave, such as a doctor’s note. 
 
Unused sick leave will not be paid out at the end of employment. Employees rehired
within six months of separation will have their previously accrued but unused sick leave
restored. 
  
 EMPLOYEE DISCOUNT

All employees are entitled to a 20% off discount of any homegrown produce and 10 %
off any additional farm market products.
Discounts are to be used by the employee only. At times, baked goods/produce that is
about to expire will be offered to employees for free, by discretion of a manager.
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HEALTH, SAFETY, AND SECURITY

 NON-SMOKING

Smoking, vaping, and use of chew are not permitted in any indoor Farm buildings, work
or work sites. Employees wishing to engage in these activities may do so during their
designated break times, outside of Farm buildings, in designated areas (or off the
property if no area is designated), and in accordance with local ordinances.
 
 DRUG AND ALCOHOL

The Farm is dedicated to providing employees with a workplace that is free of drugs and
alcohol. While on Farm premises, whether during work time or non-work time,
employees are prohibited from being under the influence of drugs or alcohol. There are
limited exceptions for the use of prescription drugs (not including marijuana), as long as
they do not create safety issues or impair an employee's ability to do their job, and the
moderate use of alcohol at farm-sponsored or sanctioned events.
 
Employees are strictly prohibited from possessing illegal drugs, marijuana, or excessive
quantities of prescription or over-the-counter drugs while on Farm premises, performing
Farm-related duties, or operating any Farm equipment. Any drugs confiscated that are
suspected of being illegal will be turned over to the appropriate law enforcement
agency.
 
Employees taking medication should consult a medical professional to determine
whether the drug may affect their personal safety or ability to perform their job and
should advise their manager of any resulting job limitations. Once notified, the Farm will
make reasonable efforts to accommodate the limitation.
 
The Farm reserves the right to test any employee for the use of illegal drugs, marijuana,
or alcohol, in accordance with applicable law. Employees in safety-sensitive positions
may be subject to regular or random drug testing. Drug or alcohol tests may also be
conducted after an accident in which drugs or alcohol could reasonably be involved, or
when behavior or impairment on the job creates reasonable suspicion of use. Under
those circumstances, the employee may be driven to a certified lab for testing at the
Farm’s expense. Refusal to be tested for drugs or alcohol will be treated the same as a
positive test result.
 
Violation of this policy may result in discipline, up to and including termination.
 
To the extent that any federal, state, or local law or regulation limits or prohibits the
application of any provision of this policy, then that particular provision will be
ineffective in that jurisdiction only, while the remainder of the policy remains in effect.
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 REASONABLE ACCOMMODATIONS

If the Farm is made aware of an employee's disability and resulting need for
accommodation, The administratorThe administrator or the employee's manager will
engage with them in the interactive process. This process will determine what, if any,
accommodations are necessary and reasonable in order to assist the employee in doing
the essential functions of their job. Whether an accommodation is reasonable will be
determined based on a number of factors, including whether it will effectively assist the
employee in doing the essential functions of their job, the cost, and the effect on
business operations. In most cases, employees will be required to provide
documentation from an appropriate healthcare provider. The administratorThe
administrator will provide employees with the necessary form. 
 
All employees are required to comply with safety standards. Employees who pose a
direct threat to the health or safety of themselves or others in the workplace may be
temporarily moved into another position or placed on leave until it is determined if a
reasonable accommodation will effectively mitigate the risk.
 
 INJURY AND ACCIDENT RESPONSE AND REPORTING

If an employee is injured or witnesses an injury at work, they must report it immediately
to the nearest available manager. Employees should render any assistance requested by
that manager. When any accident, injury, or illness occurs while an employee is at work,
regardless of the nature or severity, the employee must complete an injury reporting
form and return it to a manager as soon as possible. Reporting should not be allowed to
delay necessary medical attention. Once the accident is reported, follow-up will be
handled by. The administrator manager or the designated Safety Officer, including a
determination as to whether the injured employee may return to work. 
 
Questions asked by law enforcement or fire officials making an investigative report
should be answered giving only factual information and avoiding speculation. Liability
for personal injury or property damage should never be admitted in answering an
investigatory question asked by law enforcement or fire officials.
 
The farm recognizes that employees may be in a position
to notice dangerous conditions and practices and therefore
encourages employees to report such conditions, as well
as non-functioning or hazardous equipment, to a manager
immediately. Appropriate remedial measures will be taken
when possible and appropriate. Employees will not be
retaliated or discriminated against for reporting of
accidents, injuries, or illnesses, filing of safety-related
complaints, or requesting to see injury and illness logs.
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 EMERGENCY PLAN

If someone experiences a minor injury (cut, bee sting, etc.) assist them to the first aid
kits. Kits are in the office, retail store backroom and packing house. In the case of more
serious injuries, determine the severity:

o Non-Life-threatening injury: Contact your manager immediately.
o True Emergency: CALL 911 and contact manager after calling 911.

**All incidents must be recorded by a manager. There is a book in the office to record. If
no manager is available, record this in a bill book so there are three copies and have the
injured party sign. **
 
 WORKERS' COMPENSATION

The Farm carries insurance that covers work-related injuries and illnesses. The workers'
compensation insurance carrier governs the benefits provided. These benefits will not
be limited, expanded, or modified by any statements of Farm personnel or Farm
documents. In the case of any discrepancy, the insurance carrier's documents will
control.
 
 WORKPLACE VIOLENCE AND SECURITY

The Farm expects all employees to conduct themselves in a non-threatening,
non-abusive manner at all times. No direct, conditional, or veiled threat of harm to any
employee, customer, business partner, or Farm property will be acceptable. Acts of
violence or intimidation of others will not be tolerated. Any employee who commits, or
threatens to commit, a violent act against any person while on Farm premises, will be
subject to discipline, up to immediate termination.
 
Employees share the responsibility of identifying and alleviating threatening or violent
behaviors. Any employee who is subjected to or threatened with violence, or who is
aware of another individual who has been subjected to or threatened with violence,
should immediately report this information to a manager. Threats will be investigated
and appropriate remedial or disciplinary action will be taken.
 
 DRIVING SAFETY

Employees who drive on Farm business are expected to drive safely and responsibly and
to use common sense and courtesy. Employees are also subject to the following rules
and conditions:
1. A valid driver's license must be maintained as a condition of continued employment

for positions that require driving. The farm may request to see an employee's
license at any time. 

2. Employees may not use a Farm vehicle without express authorization from
management.

3. If Farm vehicles are generally used for Farm business, employees must receive
authorization from management to use their personal vehicle instead.
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4. Employees who drive their own vehicles for work must maintain the minimum
amount of insurance required by state law as a condition of continued
employment. The Farm may request proof of insurance at any time. 

5. Employees must wear seat belts at all times, whether they are the driver or a
passenger.

6. Employees should not engage in other distracting activities such as eating, shaving,
or putting on makeup, even in stopped or slow-moving traffic.

7. The use of alcohol, drugs, or other substances that in any way impair driving ability
is prohibited. This includes, but is not limited to, over-the-counter cold or allergy
medications and sleep aids that have a residual effect. 

8. Employees must follow all driving laws and safety rules, such as adherence to
posted speed limits and directional signs, use of turn signals, and avoidance of
confrontational or offensive behavior while driving.

9. All passengers must be approved by management in advance of travel.
10. Employees must promptly report any accidents to local law enforcement as well as

the Farm.
11. Employees must promptly report any moving or parking violations received while

driving on Farm business or in Farm vehicles.
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WORKPLACE GUIDELINES

 HOURS OF WORK

Employees are expected to be at their work area and ready to work at their scheduled
time. Retail employees will be given their work hours through the whenIwork app and at
the time of any change in position. If the normal work hours are changed or if the farm
changes its operating hours, employees will be given notice.
Hours= availability + quality of work!!
All staff members are expected to work the following:

● At least 1 weekend shift each weekend
● 1-2 holidays per season
● Minimum of 1-2 weekday shifts

 

 MEAL PERIODS

Minor employees under age 18 who are scheduled to work five or more consecutive
hours in one workday are entitled to take a non-compensated meal period each workday
of 30 minutes. Minors must punch out during their meal period and they will not be
paid. All employees scheduled for more than 5 hours are entitled to a lunch break. The
length of meal break is to be determined by the manager of the employee. If you are
leaving the farm premises for your break you must punch in and out for your break.

 ATTENDANCE AND TARDINESS

Employees are expected to be at work and ready to go when their scheduled shift begins
or resumes. If an employee is unable to be at work on time, or at all, they must notify
their manager no later than 30 minutes before the start of their scheduled work day. If
an employee’s manager is not available, the employee should contact another member
of management. If an employee is physically unable to contact the Farm, they should ask
another person to make contact on their behalf. Leaving a message with a co-worker or
answering service is not considered proper notification. Excessive tardiness or absences
are unacceptable job performance. 
 
When an employee calls in absent, they should provide their expected time or date of
return. The farm reserves the right to require proof of the need for absence, if allowed
by law. If an employee is absent for three consecutive days and has not provided proper
notification, the farm will assume that the employee has voluntarily quit their position.
 
If an employee becomes ill during their scheduled work day and feels they may need to
leave before the end of their shift, they should notify their manager immediately. If an
employee is unable to perform their job at an acceptable level, they may be sent home
until they are well enough to work. 
 
Absences should be arranged as far in advance as possible. When an employee needs to
be absent during the workday they should attempt to schedule their outside
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appointment or obligation so that their absence has the smallest impact possible on
business operations. 

You are responsible for covering your shift. All coverage substitutes must be approved by
a manager or assistant manager and requested and submitted through the WhenIWork
app. If you drop a shift in the scheduling app, but no one accepts it, you are still
responsible for that shift! If after dropping it and reaching out to all of your coworkers
you still have no luck covering it, you must reach out to the manager at least a week
before your shift to see if they can help you find coverage. If you do not find coverage
and do not show up it will count as a strike! (unless it is a last-minute emergency and a
manager is contacted immediately regarding it). Schedule is assigned by a manager and
completed in advance. Manager will ask all staff members each month to submit which
days they are unavailable to work through the WhenIWork app and work around that.

Retail employee attendance will follow the strike policy in place- no show.

 STRIKE POLICY

1. Verbal warning (if applicable at manager discretion).
2. Strike 1= Written up #1
3. Strike 2= Written up #2
4. Strike 3= Written up #3 and discussion of job status
5. Strike 4= Possible termination or reduction/forfeit of potential bonus
Demerits given for anything in this handbook, examples: cell phone use, missing shifts
(no show), speaking negative about another staff member with things not job related,
poor customer service, tardiness, etc.

 PERSONAL APPEARANCE AND HYGIENE

Employees are expected to present a professional image, both through behavior and
appearance. Accordingly, employees must wear work-appropriate attire during the
workday or any time they are representing the farm.

 Retail Associates:
Each associate will receive 2 Ort Farms t-shirts, and 1 sweatshirt if it is the appropriate
season. If you are here seasonally for less than 2 months, shirts must be returned.
Additional shirts can be purchased for $9.00 each.

 Store Associates:
Should wear their Ort Farms clothing to work every day with closed toe shoes and shorts
that are appropriate in length. Hair should be kept out of your face and away from the
produce.

 Field Staff:
Wear appropriate clothes for working in the field. Closed toe shoes are required.
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The following are not acceptable:
 
• Bare feet or flip flops
• Loose or dangling garments a safety hazard and are not allowed
• Sagging pants, shorts, or skirts
• Sexually provocative clothing or exposed undergarments
• Clothing showing excessive wear and tear, including rips and tears
• Any clothing or accessories that would present a safety hazard
• Visible tattoos that are not appropriate in content
• Retail employees who work directly with customers should not wear anything

indicating political affiliation
 
 
 CONFIDENTIALITY

Employees may not disclose any confidential information or trade secrets to anyone
outside the Farm without the appropriate authorization. Confidential information may
include internal reports, financials, customer lists, methods of production, or other
internal business-related communications. Trade secrets may include information
regarding the development of systems, processes, products, design, instrument,
formulas and technology. Confidential information may only be disclosed or discussed
with those who need the information. Conversation of a confidential nature should not
be held within earshot of the public or customers.
 
When any inquiry is made regarding an employee, former employee, customer, or
customer, the inquiry should be forwarded to a manager or The administratorThe
administrator without comment from the employee. 
 
This policy is intended to alert employees to the need for discretion at all times and is
not intended to inhibit normal business communications. In addition, nothing in this
policy is intended to infringe upon employee rights under Section 7 of the National
Labor Relations Act.
 
 CONFLICT OF INTEREST

A conflict of interest arises when an employee is engaged in activity that could be
detrimental to the farm. This includes when an employee improperly uses their position
with the farm for personal gain or the gain of someone with whom they have a
relationship. Improper use includes behavior that is illegal, as well as behavior that is
unethical or questionable to a reasonable person. These are some examples of a conflict
of interest:
 
• An employee requesting or requiring gifts or discounts in exchange for starting or

continuing a business relationship with a customer or vendor
• An employee selecting a relative's farm as a supplier when they have not produced

the best proposal
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• An employee taking a second job working for a competitor and sharing confidential
farm information with the competitor

• An employee taking a second job that interferes with their ability to do their work
for the Farm at their full potential, whether due to scheduling, exhaustion, or some
other factor

 
Because how things appear, whether accurate or not, has a significant impact on the
Farm's reputation, employees should also avoid the appearance of a conflict of interest.
If questions arise as to whether a certain activity or behavior is a conflict of interest,
employees should speak with their manager or HR.
 
 REPORTING IRREGULARITIES

Employees should immediately report any actual or suspected theft, fraud,
embezzlement, or misuse of Company funds or property, as well as suspicious behavior.
An employee who is aware of such activity but does not report it will be considered part
of the problem and disciplined accordingly.  
 
 FARM HARDWARE AND SOFTWARE USE

The following guidelines have been established for using the Internet and email in an
ethical and professional manner. For the purpose of this policy, Company Internet
includes productivity software, instant messaging applications, the Company cloud and
networks, the intranet, and any other tool or program provided by or through the
Company or its internet connection.
 
• Company Internet and email may not be used for transmitting, retrieving or storing

any communications of a defamatory, discriminatory, harassing, or obscene nature. 
• Telephones should only be used for company business. Employees should be

professional and conscientious at all times when using Company phones or when
using a personal phone for company business.

• Use of personal cell phones or other devices is prohibited during working hours
unless it is used for communication with managers or during an emergency.

• Disparaging, abusive, profane, and offensive language are forbidden.
• Employees must respect all copyrights and may not copy, retrieve, modify, or

forward copyrighted materials, except with permission or as a single copy for
reference only. Almost every piece of content is or could be copyrighted (a notice of
copyright is not required), so employees should proceed with caution when using
or reproducing materials.

• Unless necessary for work, employees should avoid sending or receiving large files,
watching videos, mass-forwarding emails, or engaging in other activities that either
consume large amounts of bandwidth or create electronic clutter.   

• Employees may not download any programs, applications, browser extensions, or
any other files without prior approval or upon request of a manager.
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• Each employee is responsible for the content of all text, audio, or images they place
on or send over the Company’s internet and email system. Employees may not send
messages in which they are not identified as the sender.

• Email is not guaranteed to be private or confidential. The Company reserves the
right to examine, monitor, and regulate email messages, directories, and files, as
well as internet usage.

• Internal and external email messages are considered business records and may be
subject to discovery in the event of litigation.

 
All company-issued hardware and software, as well as the email system and Internet
connection, are Company-owned. Therefore, all Company policies are in effect at all
times when they are in use. Access to the internet through the Company's network is a
privilege of employment that may be limited or revoked at any time.

 SOCIAL MEDIA

 The Guiding Rule
Conduct that negatively affects an employee’s job performance, the job performance of
fellow employees, or the Farm’s legitimate business interests—including its reputation
and ability to make a profit—may result in disciplinary action up to and including
termination.
 
Below are some guidelines for the use of social media. These guidelines are not
intended to infringe on an employee’s Section 7 rights and any adverse action taken in
accordance with this policy will evaluate whether employees were engaged in protected
concerted activity.
 
 Confidentiality
Employees must maintain the confidentiality of Farm trade secrets and confidential
information. Trade secrets include, but are not limited to, information regarding the
development of systems, products, and technology. Private and confidential information
includes, but is not limited to, customer lists, financial data, and private personal
information about other employees or customers that they have not given the employee
permission to share.
 
 Representation
Employees must not represent themselves as a spokesperson for the Farm unless
requested to do so by management. If the Farm is a subject of the content being
created—whether by an employee or third party—employees should be clear and open
about the fact that they are employed with the Farm but that their views do not
necessarily represent those of the Farm. 
 
 Accounts
Employees must not use Farm email addresses to register for social media accounts
unless doing so at the request of management. Employees who manage social media
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accounts on behalf of the Farm should ensure that at least one member of management
has all the login information needed to access the account in their absence.
 
 CELL PHONE USE

No cell phones are to be used during working hours, unless it is used
for communication with managers or during an emergency. You
should not have your phone out on the floor of the farm stand and
should not be standing in the back room texting. Anyone who abuses
this will be asked to put their phone away or turn it over to a
manager. Repeated cell phone use may result in a strike. If you are
working outside of the retail area away from customers and other
employees cell phones may be used to play music only, but at a low
volume as it may become a safety issue.

 PERSONAL PROPERTY

The farm is not liable for lost, misplaced, or stolen property. Employees should take all
precautions necessary to safeguard their personal possessions. Employees should not
have their personal mail sent to the farm, as it may be automatically opened, and should
check with their manager before having larger items delivered to the workplace.
 
 PARKING

All parking is at an employee’s own risk. Employees and visitors should lock their
vehicles and take appropriate safeguards to protect their valuables, including removing
them from the vehicle if appropriate under the circumstances. Employees are not to
park in areas reserved for visitors. The employee lot is the large parking field with the
white fence.
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EMPLOYMENT SEPARATION

 RESIGNATION

The Farm requests that employees provide at least two weeks’ written notice of their
intent to resign. This notice should be submitted to an employee's manager. Depending
upon the circumstances, an employee may be asked to not work any or all of their notice
period, in which case they will be allowed to use up to two weeks of accrued paid time
off, if available, from the time notice is given. An exit interview may be requested.
 
 TERMINATION

All employment with the Farm is “at-will." This means that either the Farm or the
employee can terminate the employment relationship at any time, with or without
notice, and for any reason allowed by law or for no reason at all. An employee’s at-will
status can only be changed by a written contract, signed by both the employee and their
manager. 
 
 PERSONAL POSSESSIONS AND RETURN OF FARM PROPERTY

All Farm property, such as computer equipment, keys, tools, parking passes, or Farm
credit cards, must be returned immediately at the time of termination. Employees may
be responsible for any lost or damaged items. When leaving, employees should ensure
that they take all of their personal belongings with them. 
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EMPLOYEE HANDBOOK ACKNOWLEDGEMENT

I acknowledge receipt of the Ort Farms LLC Employee Handbook and agree to follow the
guidelines within it. I also acknowledge the following:
 
1. Receipt of this handbook does not create a contract of employment or in any way

alter my at-will employment status; the Farm or I can end the employment
relationship at any time, with or without notice, and with or without cause.

2. I am not entitled to any particular sequence of disciplinary measures prior to
termination.

3. With the exception of the at-will employment policy, this handbook may be
modified at any time.

4. Violation of any policy in this handbook, or any policy included as an addendum,
may be grounds for discipline, up to and including termination.

5. This handbook does not include every process, policy, and expectation applicable to
employees, or my position specifically; I may be counseled, disciplined, or
terminated for poor behavior or performance even if the behavior or
performance issue is not addressed in the handbook.

6. Should any provision in this handbook be in conflict with federal, state, or local law,
that provision only will be considered ineffective, while the rest of the handbook
remains effective.

7. If I have questions regarding any policy in this handbook, or other expectations
related to my behavior or performance, it is my responsibility to speak with my
manager or the administrator. 

 
 
 
___________________________________
Signature
 
 
___________________________________
Printed Name
 
 
___________________________________
Date
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Covid 19 Workplace Policy Addendum

The health and safety of our employees and their families is our top priority and we have

implemented the policies below based on the guidance provided by the Centers for Disease

Control and Prevention (CDC) and local health authorities during the COVID-19 pandemic.

Failure to comply with the policies outlined here may result in discipline, up to and including

termination.

 Face Covering Requirement
We continue to monitor our workplace and add safety
measures based on guidance from the Centers for Disease
Control and Prevention (CDC) and other government
organizations. In line with those safety measures, we are
providing this guidance regarding the use of face coverings
to prevent the spread of COVID-19.
Unless otherwise notified by your direct supervisor, you are
required to wear a face covering at work when you are
indoors or closer than 6 ft to others. A face covering is
generally a mask, cloth, bandana, or other type of material
that covers your mouth and nose. The CDC recommends
that individuals wear cloth face coverings in public places
or when physical distance is hard to maintain.
Remember that wearing a face covering can help prevent the spread of the disease, but
only in addition to other measures that you should be taking in the workplace and at
home, such as frequent hand washing, cleaning and sanitizing frequently touched
surfaces, and practicing social distancing. If you feel sick or if you are experiencing any
symptoms of COVID-19 (fever, cough, difficulty breathing, chills, headache, muscle
pain, sore throat, or new loss of taste or smell), let your supervisor know, go home
immediately, and contact your healthcare provider for additional guidance. 
Follow these guidelines for wearing and using your face covering:

● Make sure it completely covers your nose and mouth
● Wash your hands before and after removing it.
● Try not to touch your face when you adjust it throughout the day.
● Keep cloth coverings clean by washing daily, or more often if contamination

occurs.
● Don’t let others wear your face covering.
● If using disposable face coverings, do not reuse them, and throw them away in

appropriate trash receptacles.
● Don’t lay your face covering on any surface that may contaminate either the

covering or the surface.
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● Don’t use it if it’s damaged or has holes, unless it is the only face covering you
have access to.

Personal Hygiene and Safety Protocols

We are following protocols provided by the CDC, as well as any state or local health

requirements. We may also implement additional safety requirements, at our discretion, at any

time. Our current safety requirements are as follows:

● Wash your hands as soon as you enter the workplace.

● Wash your hands after touching any high-touch

surface with bare hands, such as door handles, water

cooler buttons, security or payment keypads, or

communal workstations. If possible, cover your hand

with something when touching high-touch surfaces.

● Wear a face covering that covers your nose and mouth,

at all times, unless you have received specific

instruction otherwise.

● Stay at least 6 feet away from all other people, at all

times. If a 6-foot distance cannot be maintained, a

mask must be worn, even if you are otherwise

exempted from that requirement.

● If you cough or sneeze while not wearing a face

covering, do so into your elbow or a tissue.

Immediately throw away the tissue (if used), promptly

wash your hands, and put on a face covering to avoid

further exposing those around you.

Illness and Sick Leave

You may be subject to health screening when entering the workplace. Screening, if

implemented, is a condition of entering the workplace.

If you feel any signs of illness, you must stay home. Common symptoms of COVID-19 include

fever, chills, cough, shortness of breath, difficulty breathing, fatigue, muscle or body aches,

headache, new loss of taste or smell, sore throat, congestion, runny nose, nausea, vomiting, and

diarrhea.

Emergency Paid Sick Leave (EPSL) through the Families First Coronavirus Response Act (FFCRA)

provides paid time off for diagnosis of, care for, and recovery from COVID-19, and is provided in

addition to any sick leave provided by the Farm.

Close Contact with an Infected Person
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If someone in your household or someone with whom you have had close contact (less than 6

feet) has been diagnosed with COVID-19, including a presumptive diagnosis, contact HR

immediately, and before returning to the workplace. Quarantine may be required and may or

may not be covered by EPSL.

Personal Travel

Report all out-of-state travel to HR before traveling or at least before returning to the workplace.

This includes travel that does not require the use of time off, such as taking a weekend trip.

Quarantine periods may be required post-travel, depending on current government guidelines or

farm policy.

Safety Outside of the Workplace

You are strongly encouraged to follow current CDC guidelines, including maintaining 6 feet of

distance between yourself and anyone who does not live in your household and wearing cloth

face coverings in public settings, especially when other social distancing measures are difficult to

maintain. We reserve the right to require you to quarantine before returning to the workplace if

you engage in behaviors that we feel puts other employees or customers at risk.

day.

Questions

If you have questions about any of these policies, or how the Farm is dealing with other issues

related to COVID-19, address them with HR first. If HR is not immediately available and your

question or concern is urgent, speak with your man

ACKNOWLEDGMENT

I have received and read a copy of the Farm’s COVID-19 Workplace Safety Policies and agree to

follow them. I understand that failure to fully comply with any of these policies may result in

discipline, up to and including termination.

Employee Name:

Employee Signature:

Date:

30



31


