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Who We Are

Rosebush Industries is a Limited Liability Corporation based out of Knoxville, Tennesee.  Founded by Chris Ekema, the company took its name out of honor of his Grandmother who died in 2011.  Chris’ grandmother grew rosebushes when she was able to.  Rosebush Industries buys unwanted, profitable businesses to give citizens good jobs and to support its local community as much as possible.  Rosebush Industries are mainly interested in hotels, restaurants, vending businesses, and general service businesses.

Changing of Policies

Rosebush Industries reserves the right to amend and/or change polices to meet the needs of business.  Seven days notice must be given whenever a policy is amended and/or changed.
Anti-Discrimination Policy

Rosebush Industries does not discriminate on the basis of race, sex, sexuality, religion, nationality, disability, nor any other protected class.  Discrimination is not tolerated. Those who engage in discrimination can face discipline up to and including termination.

Sexual Harassment Policy

Rosebush Industries does not tolerate sexual harassment by anyone regardless of gender.  Sexual Harassment includes, but is not limited to unwanted touching, staring, sexual innuendos, sexual blackmail, and commentary.  Anyone found guilty of sexual harassment will be terminated on the spot.

Dating Co-Workers

Any Rosebush Industries employee who gets involved romantically with another employee must disclose their relationship to management and/or HR.  One of the employees will be transferred to another building to a position of equal pay and title if available.  If that is not possible or there is no position of equal pay and title available, then one of the employees must resign from Rosebush Industries within 24 hours of a position and/or transfer being declared unavailable.  Either employee will be given the first chance to resign voluntarily, if neither employee resigns voluntarily one will be terminated based on the needs of business.  District management will decide who gets transferred or gets terminated based on the needs of business.
Fraternization of Employees

Fraternization between higher ranking employees and lower ranking employees is prohibited.  Any higher ranking employee who fraternizes with a lower ranking employee will be transferred if possible and if not possible, terminated.
Basic Employment Requirements

All Rosebush Industries employees must be at least 18 years of age, unless otherwise stated in building level policy (i.e. waitresses).  Rosebush Industries does not hire people with felonies on their record.  Potential Employees must also have a GED

Background Check

All new hires are subject to a background check upon acceptance of a position.  Rosebush Industries will pay for this background check.

Drug Testing Policy

It is against Rosebush Industries policy to make someone submit to a drug test unless there is reasonable suspicion of drug use or their specific job calls for it (e.g. security).  Any company sanctioned drug test will be paid for by Rosebush Industries.  If an employee fails a drug test, they will have five days to take another one and have it come back clean, at their own expense.  If an employee fails both tests, the employee is terminated on the spot.  Employees should provide a list of medications that could possibly make the test come up positive for the supervisor who orders it.  Any member of management who makes an employee take an unsanctioned drug test will be terminated on the spot.

Drug and Alcohol Policy

Use or possession of drugs and alcohol are not allowed on company property.  Any employee caught using drugs or alcohol, or any employee who comes to work intoxicated on either drugs or alcohol will be terminated on the spot.  

Dress Code

Dress Code at Rosebush Industries varies from building to building and will be covered in building policy.  
Thirty Day Policy

All new Rosebush Industries employees are subject to a thirty day probationary period to make sure they are qualified for the position they are hired for.  An abbreviated thirty day evaluation will occur after thirty days.  If the employee doesn’t pass the evaluation, then they can be terminated or reassigned to another position.  If they are reassigned then the 30 day process starts over.  If they are unable to satisfactorily perform necessary job duties after the second 30 day period, they will be let go.
Availability of Handbooks

Employees shall be issued this handbook upon being hired and shall have access to it whenever they desire.
Open Door Policy

At Rosebush Industries we believe it is very important to have an honest relationship between employees and management.  Integrity is of the utmost importance.  All levels of management within Rosebush Industries are expected to listen to and address employee concerns in an honest and fair manner.
Absence Policy

Rosebush Industries understands that things happen in life and an employee may have to call in absent for their shift.  Rosebush Industries will try to be as accommodating as possible, but we also require at least three hours notice beginning of your shift for a call out, with the exception of emergencies.  Employees who call out within three hours of their shift, except for bona fide emergencies, will be charged with an excused absence.  Emergency absences will be charged with emergency absence.  Three absences of each becomes an unexcused absence (for more information see Unexcused Absences).

Unexcused Absences

Employees of Rosebush Industries are allowed two unexcused absences with no penalty within an evaluation period (six months).  After the third unexcused absence, personal and sick time will be deducted to cover the absences until that is exhausted.  Once personal and sick time is exhausted, then absences will be sent up the discipline chain.  Unexcused Absences also count as negative points on your evaluation.  It is recommended that if an employee needs to take time off that they apply for FMLA or a leave of absence (for more information on these see their respective sections).

Tardiness Policy
Any employee that is more than five minutes late clocking in for their shift or five minutes late coming back from a break or lunch is considered tardy.  Each employee is allowed six tardies within an evaluation period without penalty.  After six, negative points occur on an the employee’s evaluation.  Three tardies equal an unexcused absence.
No Call, No Show Policy
No call, no show at Rosebush Industries is defined as not showing up after 30 minutes for a shift with no prior notification of being absent.  This is not tolerated at Rosebush Industries and on the first occurrence will be accompanied by a written coaching.  If it happens a second time, the employee will be terminated.

Family and Medical Leave Act

Rosebush Industries honors the FMLA of 1993.  To be eligible for FMLA you must work for Rosebush Industries for at least 12 months or 1,250 hours.  Rosebush Industries also complies with all other laws and regulations regarding FMLA.

Leave of Absence

Rosebush Industries does offer Leave of Absence for its employees as well as FMLA.  Leave of Absences do not count against FMLA leave when used concurrent with FMLA leave.  Any sick, personal, and vacation days can be used on a leave of absence.  To receive a leave of absence, an employee must apply for it, it is not automatic.

Break Policy

Rosebush Industries break policy is set at the building level by the District Level management.  All break policies will be compliant with local and/or state law.   Breaks, if applicable, will be 15 minutes in length for every three hours worked and paid.
Meal Policy

Each Rosebush Industries employee is entitled to a one-hour unpaid meal period for each six hours that they work.  Employees may not take a meal break until they have worked two hours.  Taking a meal break is mandatory, and those who don’t will be in a meal violation.  
Internet Blogging Policy

Employees are not allowed to blog about Rosebush Industries, positively or negatively, without permission from the regional manager.  Employees caught doing this will receive a written coaching on the first offense, a one day suspension on the second, and termination on the third.

Confidentiality Policy

Employee Records of Rosebush Industries are confidential and may not be released or sold to the general public, nor any other private enterprise for any reason.  Employee Records may not leave the building of which they are stored without Area Management approval or a court order, unless they are in the hands of the employee in question and the employee in question has signed for them (for more information see the access policy).  Violations of this policy will lead to immediate termination.

Access Policy

Employees of Rosebush Industries are entitled to access to their own personnel records at any time.  Employees who wish to access their records must provide photo identification proving who they are and must sign for them.  Violations of this policy will lead to immediate termination.

License Policy

Some jobs at Rosebush Industries require certain specialized licensing (i.e. security, truck driving).  All employees who apply and accept these jobs are required to prove that they have all the necessary licenses and to keep up with whatever educational requirements are for those licenses.  Time off, shift altering, or leaves of absences will be granted to comply with any licensing requirements.

Changes of Schedule (Management)

Management may not change an employees schedule once it is posted without first giving the employee 24 hour notice.  Managers who violate this policy will receive a written coaching.  For more information see the Discipline and Code of Honor handbook.

Changes of Schedule (Employees)

Employees may switch a shift with another employee with Building Manager approval as long as the switch does not cause one, or both, of the employees to go into unauthorized overtime.

Profanity

Profanity is not be used in any Rosebush Industries building.
Employment Classification

Employees at Rosebush Industries are grouped into two types: full time or part time.  Full Time Rosebush Industries employees are guaranteed a minimum of 36 hours each week.  Full Time slots will be allotted on building by building basis.  Full Time employees do not have to float from building to building to achieve their hours, unless they choose to.  Full Time employees only can work a maximum of 40 hours each week, unless a district manager approves overtime.

Part Time employees can work a maximum of 32 hours each week, and may float from building to building to achieve those hours if there is a staffing need.  Part Time employees may not work any more than 32 hours without the building managers approval, and may not work overtime with district level management approval.  Part Time slots are allotted on a building by building level.

Transfers

Rosebush Industries employees may transfer to another building if there is an opening at another building for their position or the position they want.  They will be interviewed by the management of the building they are transferring to.  Employees who transfer must give and be allowed two weeks notice before transferring.

Promotions

Rosebush Industries is a promote from within corporation.  We do not hire from outside for management or supervisory positions unless there is absolutely no one qualified for the position.

Hostile Work Environment

Causing a hostile work environment for another employee will not be tolerated.  Rosebush Industries employees are expected to act like adults and settle their differences professionally.  Any employee who creates a hostile workplace for another will receive a written coaching.  

At-Will Employment Policy

Rosebush Industries is an at will employment company, unless specified by state law.  Employees can terminate their employment with us at any time, with or without notice.  Employees who do not give at least a weeks notice will not be eligible for rehire.

Nepotism 

Rosebush Industries does not hire immediate family members of current employees for any position in our company.
Profit Sharing Policy

Rosebush Industries believes in spending and using liquid cash resources properly and wisely.  Profit and Loss is calculated each quarter ending in March, June, September, and December.  Part of this is sharing net profits with both the Board of Chancellors and building and management level employees.  Net profit gained from each business venture will be divided up into thirds.  One third of the net profit goes back into the building and/or business, the second third goes into a high interest savings account, and the last third gets distributed among the building and management level employees.  Employees will get their bonus, if applicable, in April, July, October, and January. This portion of net profit will be divided, quarterly, as follows:

President (Chris Ekema) gets 30%.
Executive Management (COO, CEO) divide up 21% equally.
Regional Management divides up 17.5% between them equally.

Area Management divides up 15% between them equally.

District Management divides up 8.75% between them equally.

Building Management divides up 3.5% between them equally.

Shift Management divides 2.5% between them equally.

Building level employees divide up 1.75% between them equally.

Company Minimum Wage (Hourly employees)
Rosebush Industries has a minimum wage of $8.00 per hour for hourly employees at the building level, unless the state the building is located in has a higher minimum wage, which the minimum wage in that building defaults to whatever that states minimum wage is.  All buildings will minimum will be $8.00 an hour except in the following areas:

State




Building Minimum

California*



see note
Connecticut



$8.25 per hour

Illinois                                 $8.25 per hour

Nevada                                $8.25 per hour

New Mexico**


see note

New York***


see note

Oregon                                $8.50 per hour

Vermont                              $8.15 per hour

Washington                          $8.67 per hour

Washington, DC                    $8.25 per hour

*San Francisco, California has a city minimum wage of $9.92 per hour.  All Rosebush Industries buildings within San Francisco City Limits will adhere to this minimum.

**Santa Fe, New Mexico has a city minimum wage of $9.85 per hour.  All Rosebush Industries buildings within the Santa Fe city limits will adhere to this minimum.

***New York City has a minimum wage of 536.10 per week, which works out to 13.40 per hour.  All Rosebush Industries buildings within New York City will adhere to this minimum.

Tipped employees have a minimum wage of $5.25 per hour.  They must be compensated up to company minimum wage (or state’s if it is higher) if they do not make sufficient cash tips to get above minimum wage.  Under no circumstances are tipped employees to be disciplined for not making enough tips.
Company Minimum Wage Policy (Salary Employees)

Minimum salary for salaried Rosebush Industries employees is $24,500 a year, unless that number works out to be less than the hour wage of your building’s city or state.  
Payment Policy

Payday for Rosebush Industries is every Thursday, except for Thanksgiving and if Christmas Day and New Years falls on Thursday.  Pay periods go from 12:01 a.m on Wednesday to Midnight on Wednesday.  Exceptions of this are Thanksgiving week, if Christmas falls on Wednesday or Thursday, or if New Years Day falls on Wednesday or Thursday, whereupon all Rosebush Industries employees will be paid on Tuesday of that week, with the pay period going from 12:01 a.m on Wednesday to Midnight on Tuesday.  Wednesday and Thursday of the holiday week will be paid the following Thursday with Wednesday and Thursday of the holiday week being paid in time and a half for the inconvenience. 
Pay Stubs

Pay stubs will be available to each employee on a secured website.
Extra Duties Pay

If any Rosebush Industries employee is asked to perform duties above their paygrade, they are to be compensated in their equivalent time in the higher paygrade.  
Holiday Pay

Rosebush Industries will pay all employees, salaried or hourly, time in half (double time if the employee is all ready in overtime) for the following holidays: Christmas Eve, New Years Eve and Day, Easter, Easter Monday, Good Friday, Memorial Day, Martin Luther King Jr. Day, Independence Day, Labor Day, and Memorial Day.  Employees must work for Rosebush Industries for 90 days to be eligible, and employees may be asked to take the day off or buildings may be shut down on those days to meet the needs of business, per area level management.  Rosebush Industries is closed for Christmas and Thanksgiving.
Overtime Policy

Overtime is discouraged at Rosebush Industries, but not outlawed.  Overtime may be used during busy periods, or to meet staffing needs with approval from the district management level.  Any employees who work over 40 hours (48 for Salaried Employees) shall be compensated at one and one half times their pay.  Any employee who works over 80 hours in one week (this should only happen rarely) will get double time.

Pay Disbursement

Employees of Rosebush Industries have the option of direct deposit or taking a pay card.  Fees on a pay card will not be reimbursed, because direct deposit is available.
Scheduling Policy 
No employee shall work more than five days in one week, unless they give their own approval in writing.  Their approval has to be submitted each week.  All employees must be scheduled at least 10 hours a week.
Vacation Pay

Rosebush Industries pay vacation time to all employees who have been with the company at least 90 days.  Vacation time is accrued at a rate of two hours per 18.5 hours worked, up to 80 hours a year.   Vacation must be taken at a minimum of 32 hours at a time, and no more than 40.  Vacation time must be used up within a year of it being accrued or else it is lost.
Personal Days

All Rosebush Industries employees are entitled to personal time after 90 days of employment.  Personal time accrues at a rate of one hour per 18.5 hours worked.  Personal Time my not be used as, or to supplement, vacation time.  Notice must be given as soon as possible to the next level of management for a personal day, preferably at least 3 hours before your scheduled shift.

Sick Days

All Rosebush Industries employees are entitled to sick days after 90 days of employment.  Sick days accrue at the same rate as personal days.  All employees must provide a doctors note after three sick days are used before using a fourth (if applicable).  Personal days may be used in lieu of sick days, only after all sick days are used and doctors notes have been submitted (if applicable).  Only two personal days can be used to supplement sick days (if applicable).
Benefits (Medical, Dental, Vision)

Medical, dental, and vision insurance are available for all employees after 90 days of employment.  Medical, dental, and vision are available for spouses and children as well.  Rosebush Industries pays for half the cost, and the other half is a deduction from the employee’s paycheck.
Benefits (401k)

401k benefits are available for Rosebush Industries employees after 1250 hours of employment or 32 weeks, whichever comes first.  Rosebush Industries will match your 401k account up to 4% of your yearly wage or salary before tax.  For example if you make 10 dollars an hour for 40 hours a week, you would make 20,800 dollars a year and we would match whatever you put in your 401k up to 832 dollars.
Payment of Benefits upon Separation

Employees who leave Rosebush Industries will be paid their 401k in full, no matter what the circumstances of their separation are.  Other benefits such as vacation, personal, and sick days will be paid in full only if the employee voluntarily resigns with at least one weeks notice.
Raises
Each Rosebush Employee will receive a 2% cost of living raise accompanying their September evaluation.  All Rosebush Employees could receive a performance raised based on their evaluation (up to 5%) accompanying their March evaluation.  Employees must be with the company at least 90 days to receive either type of raise.

Discipline Chain
We at Rosebush Industries expect not to have to discipline employees at all.  However, realizing that employees are human and not perfect, we have a fair discipline structure that recognizes due process and respect.  All discipline should follow the discipline chain, unless specified by company policy.  All discipline shall be handled privately by management and gossip will not be tolerated.

Written Warning:  This is the first level of discipline.  Three written warnings over the course of three months will automatically result in a written coaching.  All written warnings must be reviewed, in person, with the employee and the employee must sign off on it.

Written Coaching: This is the second level discipline.  Three written coachings will result over the period of six months will automatically result in a one day unpaid suspension.  Any written coaching must be reviewed, in person, with the employee and the employee must sign off on it.

One Day Unpaid Suspension:  This is the third, and final, level of discipline.  Two one day unpaid suspensions in three months will lead to termination.  Whenever a one day suspension is issued, a suspension notice must be filled out and be reviewed, in person, with the employee and the employee must sign off on it.
Refusal to Sign Discipline Documents

Any employee who refuses to sign written warnings, coachings, or suspensions will be terminated immediately.  If an employee disagrees with the discipline, there is an appeal process and a space is provided on the document to indicate that the employee would like to appeal the discipline.
Fair Play Policy (Enforcement)

Management must enforce all policies with fairness with all employees.  Managers who fail to do this will receive a written coaching.

Fair Play Policy (Management)

No level of management may go outside of the chain of discipline and/or issue discipline for personal gain or personal reasons.  Rosebush Industries understands that personality clashes do happen between employees and management, but this is why we have human resources to resolve these issues.  Any member of management caught doing this will be terminated on the spot.

Fair Play Policy (Building Level Employees)

No building level employee may throw another building level employee under the bus for personal gain or personal reasons.  Employees caught doing this will be terminated on the spot.

Fair Play Policy (Promotions)

People considered for promotions at Rosebush Industries shall be considered on their own personal merits and qualifications only.  No employee eligible for promotion shall be considered for promotion by personal reasons, grudges, cronyism, on any discriminatory reason (age, race, sex, etc).   Any manager found to have decided promotions on personal reasons, grudges, cronyism, or discriminatory reasons will be terminated on the spot.
Appeal Policy

If an employee of Rosebush Industries feels that they have been disciplined unfairly, they are entitled to use the open door policy to appeal the discipline.  Once this happens, the discipline will be suspended pending a HR review.  The HR review will conduct its review and determine the merits of the discipline and its appeal.  If the review finds favor with the employee, the discipline will be stricken from their record.  No employee shall be punished for exercising an appeal, and any member of management or HR who issues repercussions because of an appeal will be terminated on the spot.

Hours Manipulation

Any managers who cut or reduce an employee’s hours as a tool of discipline are guilty of hours manipulation.  Any manager caught doing this will receive a written coaching.  For more information, see the discipline and code of honor handbook.

Falsifying Documents

Any Rosebush Industries employee who falsifies any official document will be terminated on the spot.

Insubordination

Employees of Rosebush Industries are expected to complete the tasks their supervisors assign to them to the best of their individual ability.  Refusal to complete a task, unless it is illegal, or outside their ability is insubordination, which will result in a written coaching.  

All Rosebush Industries employees are expected to speak respectfully to their supervisors and managers, failure to do so is insubordination and will result in a written coaching.
Insolence
Ignoring a request from one of your supervisors is considered insolence and will result in a written coaching.

Evaluations

Evaluations on employees are done twice yearly, in March and September.  The evaluation determines what kind of raise in pay, or promotion the employee may be eligible for.  Employees will be evaluated in the categories of attendance, work performance, attitude, leadership and citizenship.  All evaluations will be reviewed by one manager who is equal to the evaluating manager, and the next highest manager.  Any manager who conflicts with the evaluating manager shall attach their remarks in writing to the evaluation form, and the employee will be evaluated by the next higher level of management.  That evaluation will be considered final.  Any conflicts with evaluations need to be resolved within 15 days.  The evaluated employee is to receive a copy of his records.  For an example evaluation, see the next page.
ROSEBUSH INDUSTRIES
Employee Evaluation Form

Employee Name: Tom Cat

Employee DOB:  05/22/1981                 

Employee SSN: 123-45-6789                     Employee Title:  Cook III
Current Pay Rate: $13.548/hour                Date of Evaluation:  03/18/2016      

Evaluator Name:   Jerry Mouse                  Evaluator Title:  Kitchen Manager    
Building:  Hottie’s Bar and Grill #56           District: Virginia Mountain
Area:  Western Appalachia                         Region:  Mid-Atlantic South

Attendance (20 points):

How many tardies does this employee have in this evaluation period?  5
How many unexcused absences does this employee have in this evaluation period?  3

How many No-Call, No-Show’s does this employee have in this evaluation period? 0

How many instances of discipline (e.g. warnings, coachings) were there in relation to attendance this evaluation period? 0
How many suspensions does this employee have in relation to attendance this evaluation period? 0
Total Points (of 20, subtract one point for each tardy after six, three points for each unexcused absence after two, three points for each instance of discipline, and five points for each suspension.  If score calculates to be less than zero, put zero):  17

Work Performance (20 points)

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how does this employee perform day to day tasks he/she is responsible for?  5

On a scale of one to seven with seven exceeding expectations and one being unacceptable, does this employee perform day to day tasks he/she is responsible for in a timely manner?  5

How many instances of discipline (e.g. warnings, coachings) were there in relation to work performance this evaluation period?  1 

How many suspensions does this employee have in relation to work performance this evaluation period? 0

Total Points (of 20, subtract one point for each score under six in the first two questions, three points for each instance of discipline, and five points for each suspension.  If score calculates to be less than zero, put zero):  15

Attitude (20 points)

On a scale of one to seven with seven exceeding expectations and one being unacceptable, what kind of attitude does this employee demonstrate towards his supervisors?  6

On a scale of one to seven with seven exceeding expectations and one being unacceptable, what kind of attitude does this employee demonstrate towards his co-workers?  4
On a scale of one to seven with seven exceeding expectations and one being unacceptable, what kind of attitude does this employee demonstrate towards his subordinates?  (Note if not applicable, answer with Not Applicable or “N/A”).  N/A

On a scale of one to seven with seven exceeding expectations and one being unacceptable, what kind of attitude does this employee demonstrate towards customers?  (Note if not applicable, answer with Not Applicable or “N/A”).  N/A

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how does this employee communicate with his supervisors?  5

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how does this employee communicate with his co-workers?  5

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how does this employee communicate with his subordinates?  (Note if not applicable, answer with Not Applicable or “N/A”).  N/A

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how does this employee handle changes in working environment (e.g. schedule changes, being short staffed, and sudden busyness or sudden slow downs)?   4
On a scale of one to seven with seven exceeding expectations and one being unacceptable, how does this employee handle extra duties being assigned to him/her?  6

On a scale of one to seven with seven exceeding expectations and one being unacceptable, evaluate this employee’s overall work ethic.  5

How many instances of discipline (e.g. warnings, coachings) were there in relation to attitude this evaluation period? 1

How many suspensions does this employee have in relation to attitude this evaluation period? 0

Total Points (of 20, subtract one point for each score under six in the first ten questions, three points for each instance of discipline, and five points for each suspension.  Not applicable answers don’t count against the overall score.  If score calculates to be less than zero, put zero):  10

Leadership (20 points)

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how well does this employee carry weaker employees during unusual or unexpected busy times of the day?  4

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how well does this employee carry weaker employees during usual or expected busy times of the day?  6

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how well does this employee handle constructive criticisms from his supervisors or other employees?  4

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how well does this employee handle customer relation issues? (e.g. Handling a dissatisfied guest, handling a customer dispute)  (Note if not applicable, answer with Not Applicable or “N/A”).  N/A
On a scale of one to seven with seven exceeding expectations and one being unacceptable, how well does this employee handle customer service issues (e.g. Rectifying a mistake made with a guest’s order/request, answering guest questions)?  6

On a scale of one to seven with seven rated as utmost confidence and one being not confident, is this employee promotable? 3

How many instances of discipline (e.g. warnings, coachings) were there in relation to leadership this evaluation period?  0

How many suspensions does this employee have in relation to attitude this evaluation period? 0

Total Points (of 20, subtract one point for each score under six in the first six questions, three points for each instance of discipline, and five points for each suspension.  Not applicable answers don’t count against the overall score.  If score calculates to be less than zero, put zero):  13
Citizenship (20 points)

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how welcoming is this employee to new hires?  5

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how patient is this employee with new hires?  4

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how does this employee handle being disciplined when necessary?  4

On a scale of one to seven with seven rated as utmost confidence and one being not confident, is this employee able to handle training new hires?  3

On a scale of one to seven with seven exceeding expectations and one being unacceptable, how well does this employee contribute to the common good of the building?  5

How many instances of discipline (e.g. warnings, coachings) were there in relation to leadership this evaluation period?  0

How many suspensions does this employee have in relation to attitude this evaluation period? 0

Total Points (of 20, subtract one point for each score under six in the first five questions, three points for each instance of discipline, and five points for each suspension.  Not applicable answers don’t count against the overall score.  If score calculates to be less than zero, put zero):  11
Supervisor Remarks:  Tom Cat is an average employee with slightly above average work ethic and below average people skills.  Tom Cat also demonstrates slight disregard for punctuality and for the strengths and weaknesses of his co-workers.  I cannot in good conscious recommend Tom for promotion at this time, and recommend that Tom be counseled on people skills and punctuality.

Employee Strengths:  Better than average work ethic.

Employee Weaknesses:  People skills and punctuality.

Total Score (out of 100):  66

Employee Grade (use scale below):  C minus

Result of Evaluation:  Tom will be placed on probation for the next six months.  Tom needs to improve his next evaluation score to at least 74, or else Tom could face termination.  This is the third time in Tom’s three year tenure that he has been placed on probation.
Eligible Raise in Pay:  None.

Eligible Promotion:  None.

I, the undersigned, understand that the statements in this evaluation are true and accurate.  Knowingly putting false information as an evaluator will result in immediate termination.

Name:  Jerry Mouse
Date:  03/18/2016       Title:  Kitchen Manager.

I, the undersigned, understand that this is an official evaluation, and that my signature indicates that I have been evaluated and have reviewed my evaluation, and have had my evaluation reviewed with me

Name:  Tom Cat           Date:  03/19/2016
    Title:  Cook III

I, the undersigned, have reviewed the evaluation.
Name:  Droopy Dog

Date: 03/18/2016        Title:  Shift Manager

[x] Agree with evaluation.              [ ] Disagree with evaluation (please attach statement if indicated).  


I, the undersigned, have reviewed the evaluation.

Name:  Speed Racer
Date: 03/18/2016        Title:  Assistant Manager

[x] Agree with evaluation.              [ ] Disagree with evaluation (please attach statement if indicated).  
DO NOT WRITE BELOW THIS LINE
EXPLAINATION OF EMPLOYEE GRADING SYSTEM

Grade            Value                  Raise              Remarks

A                   92-100               3.8-5%           Excellent Employee, goes above and beyond.

B                   83-91                 2.5-3.79%      Good Employee, does better than average.

C                   74-82                 0-2.49%         Average employee, neither poor or outstanding.

C minus          65-73                No raise          Probationary Grade.  Automatic probation.

F                    0-64                  No raise          Does not meet basic competencies, instant termination.
This document is confidential and shall not be shown to anyone other than the employee in question and the reviewing management without permission from the District Manager.  Disobedience of this is violation of confidentiality and security policies and will be disciplined up to and including termination. 
Cash Policy

Cash handling is a large part of our job force at Rosebush Industries.  Employees who are responsible for cash handling are required to be accurate with the actual handling and necessary paperwork that results.  Cash overages and shortages of more than 2 dollars and paperwork errors of more than 2 dollars will result in a written coaching.  For more information see the Discipline and Code of Honor handbook.

Violent Behavior Policy

Any employee who threatens or engages in violent behavior towards another employee or customer will automatically be terminated.

Theft Policy (Employees)

Employees who are caught stealing goods or money from Rosebush Industries will automatically be terminated and prosecuted to the fullest extent of the law.  Theft is defined as leaving the building with unpaid goods and money without management approval.

Theft Policy (Customers)

Customers who take goods from the building without paying for them will be banished from the building and prosecuted to the fullest extent of the law.

Robbery Policy

Rosebush Industries employees are not to confront a thief, unless they have been trained to do so (security).  Non security employees are to give the thief whatever he demands and then call the cops and give a description of the thief, their car, an account of what happened, and any footage of the incident if they have access to it.

Walking Off the Job

Any employee who clocks out more than five minutes before their scheduled end of their shift without management permission is guilty of walking off the job.  Walking off the job will result in a written coaching.
Customer Service Policy

At Rosebush Industries we believe in providing excellent customer service.  We expect our employees to treat the customer with respect and to provide whatever service and assistance they can to make the customers experience pleasant.  However, our employees are people and not robots, and we expect our customers to treat our employees with respect.  Employees do not have to take harassment from a customer and can refuse to serve them when they are harassed.  Management is expected to ensure that good customer service is observed, but management is also expected to support their employees.  

Unruly Customers

At Rosebush Industries we believe in providing excellent customer service.  However, we also expect our customers to behave like rational adults.  Customers who raise their voices, use profanity or vulgarities will be asked to leave the building.  Management is not to give them their money back in this instance unless they have not received their goods.  If a customer refuses to leave, the employee or manager is instructed to call security (if applicable) or the police if there is no security available.

Refund Policy

Any merchandise bought at a Rosebush Industries building can be returned for size or defect reasons only and within 30 days of the purchase.  Customers must have a receipt to return merchandise.  If a customer does not have their receipt, or waits longer than 30 days then they may not return their merchandise.  

Merchandise Warranties

Warranties may be offered for certain merchandise.  The customer shall be notified of any extended warranties we may offer and their cost at checkout.

Ad Matching

Rosebush Industries does accept competitor coupons and ads.  Customers must bring the ad with them to receive credit.

Expired Coupons

Under no circumstances does Rosebush Industries accept expired coupons.

Employee Discount

Employees shall receive a 25% discount on all goods up to twenty dollars.  Above twenty dollars, employees will receive a 10% discount.
Transferring Merchandise (Building to Building)

Managers are responsible for ensuring that they order enough merchandise to keep the building stocked properly.  Transferring merchandise from building to building is not allowed without District Manager approval, and a transfer sheet must be filled out.
Transferring Merchandise (Other Businesses)

Transferring merchandise with other businesses is prohibited without District Manager approval.

