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Welcome!


The purpose of this handbook is to support and guide each employee to be successful in his or her career at David L. Scharf & Co.  Included are job descriptions, policies, standard operating procedures, company forms and other helpful information.  Copies are available at the DLS & Co. office.

David Scharf, the owner-operator, has 20-plus years’ experience as a carpenter, woodworker and construction project manager.  DLS & Co., which began operations in 1995, now handles $1 million annually in remodeling contracts.  David, a Certified Graduate Remodeler, is a member of the Rockland Business Association (Home Improvements Alliance); the Rockland County Builder’s and Remodeler’s Association (Board of Directors); and Business Networks, a remodeling industry consulting group.

Mission Statement

DLS & Co.’s goal is to provide the best possible service to our customers and our community; maintain a safe, productive and fulfilling work environment for our employees; and produce a predictable profit margin.
 

Profit …

…. is imperative to the long-term health of our company, as it enables us to:

· invest in our employees through training and incentive programs;
· invest in improving our infrastructure; 

· ease us through the inevitable “tough times” we will encounter.
The Mantra

Our respect for the tradition of woodworking, as passed down through generations of craftsmen, leads us naturally to our work on older homes and custom cabinetmaking.  We take great pride and satisfaction in making our customers’ homes technologically convenient and energy efficient, while maintaining historical and aesthetic integrity.

1 Section 1:
Employment Policies and Benefits

Honesty is one of the most important policies in our company.  Our ability to function as a cohesive, interdependent team is based on being truthful and honest with each other at all times.  Violation of this policy may result in termination of employment!!!
The owner, David L. Scharf, is responsible for all employment policies and personnel matters.

1.1.1 At-Will Employment

Employment at this company is at-will. An at-will employment relationship can be terminated at any time, with or without reason or notice, by either the employer or the employee.

This Roadmap is merely a guide for employees and does not constitute a contract.  Only the owner may enter into a contract that deviates from the terms of the handbook.  Nothing in the Roadmap is a guarantee of employment for any specific term, or a guarantee that any benefits will be continued.  The company may modify, alter, or cancel any policy or benefit at any time, with or without notice.
1.1.2 Equal Opportunity Employment

This company is an equal opportunity employer and does not unlawfully discriminate against employees or applicants for employment on the basis of an individual’s race, color, religion, creed, sex, sexual orientation, national origin, age, disability, marital status, veteran status or any other status protected by applicable law.
1.1.3 Immigration Law Compliance

DLS & Co. is committed to employing U.S. citizens or non-citizens who are authorized to work in the United States, and will not unlawfully discriminate on the basis of citizenship or national origin.

As a condition of employment and in compliance with the Federal Immigration Reform and Control Act (IRCA) of 1986, each new employee must complete an Employment Eligibility Verification card, or similar document such as a school I.D. with photograph, voter’s registration card, or military service record.

An employment eligibility document is a Social Security card, a birth certificate, or an immigration document.

1.1.4 Non-Harassment Policy / Non-Discrimination Policy

DLS & Co. prohibits and does not tolerate discrimination or harassment in any form, including that based on race, color, religion, creed, sex, sexual orientation, national origin, age, disability, marital status, veteran status or any other status protected by applicable law. Each individual has the right to work in a professional atmosphere that promotes equal employment opportunities and is free from discriminatory practices, including without limitation harassment.  This principle applies to all aspects of the company’s employment decisions, including hiring, discipline, training and promotion.
DLS & Co. prohibits any form of harassment of its employees as well as applicants for employment by any person.  Such prohibited conduct has no legitimate business purpose and may expose not only DLS & Co. but also the individuals involved in such conduct to significant liability under the law.  We will take all steps necessary toward eliminating such conduct from our work place.

Prohibited Conduct

A.
Employees are entitled to work in an environment free from sexual harassment and from any offensive conduct of a sexual nature, whether verbal, physical or otherwise.  Sexual harassment includes unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature, regardless of the motivation for such conduct.

B.
No employee or other person providing service to DLS & Co. shall threaten or insinuate, either explicitly or implicitly, that an employee's refusal to submit to sexual advances will adversely affect the employee's employment, compensation, advancement, assigned duties, or any other term or condition of employment or career development.

C.
Employees are also entitled to work in an environment that is free from any harassment of a non-sexual nature.  Such conduct includes slurs, epithets, threats, derogatory comments, unwelcome jokes and/or distributing printed materials based on age, race, color, ethnicity, physical or mental disability, national origin and/or religion.

D.
Any employee who, after investigation, is found to have engaged in or permitted any form of harassment will be subject to discipline up to and including dismissal.

Responsibilities

All employees shall:

· Refrain from all conduct considered harassing.

· Report complaints of any harassment promptly to David L. Scharf or your project supervisor. 

DLS & Co. shall:

· Investigate promptly each complaint and, where the investigation confirms the allegation of such harassment, take appropriate corrective action.

· Be sensitive to the confidential nature of these matters and to the privacy of the parties involved in such complaints.

· Not take any retaliatory action against an employee because he/she makes a report of harassment or cooperates in any investigation of harassment.

For details on reporting a violation of these policies, see separate handout: “Harassment and Discrimination: Policies and Reporting Procedures.”

1.1.5 Alcohol and Controlled Substances

Policy and Procedures

The policies and procedures contained herein are not to be considered contractual obligations of DLS & Co. to any employee, nor are they deemed to abrogate in any fashion the agreement that any employment can be terminated, with or without cause or notice, at any time by either the employee or the company.  The company retains the right to interpret, revise, amend and abolish the policies and procedures contained herein at any time.

Purpose and Scope

The purpose of this policy is to provide a safe work environment and to prevent accidents and casualties caused by employees under the influence of controlled substances or alcohol.  DLS & Co. is concerned with the safety and health of its employees, the inhabitants of the properties it manages, and the general public.  As such, the company respects and honors the letter and spirit of the Drug Free Workplace Act, 41 U.S.C. §701 et seq., as amended.  The company intends to maintain the quality of its services and to provide its employees who have controlled substances or alcohol problems with encouragement in obtaining proper professional assistance.  Any employee seeking assistance concerning his or her use of alcohol or controlled substances should notify David L. Scharf.  Every effort will be made to keep this information confidential.  Questions regarding this policy should be directed to David L. Scharf.

Alcohol and Controlled Substances Testing

This provision sets out DLS & Co.’s alcohol and controlled substance testing policy and procedures.  

I.
Current Employees

A.
Testing

Random Testing.  DLS & Co., in its sole discretion, shall have the right to routinely, periodically or intermittently request that any current employee take an alcohol or controlled substance test, which shall occur at a testing facility of the company’s choosing.  The employee shall sign a consent form such as the one accompanying this policy before taking the test.  A refusal to take a drug screen may result in disciplinary action, up to and including termination. 

Post-Accident Testing.  The company is particularly concerned with promoting health and safety.  As a result, if an employee sustains an injury for which any professional medical attention is required, the employee will be subject to a drug screen, to be taken as soon after the accident as possible. The employee shall sign a consent form such as the one accompanying this policy before taking the test.  A refusal to take a drug screen may result in disciplinary action, up to and including termination.

If an employee is thought to be involved in causing an accident, but is not injured, he or she will also be subject to a drug screen.  The employee shall sign a consent form such as the one accompanying this policy before taking the test.  A refusal to take a drug screen may result in disciplinary action, up to and including termination.

Erratic or Unusual Behavior.  All employees shall be asked to take a drug screen when an incident of erratic and unusual behavior has been documented based on the employee’s appearance, behavior and/or performance.  The employee shall sign a consent form such as the one accompanying this policy before taking the test.  A refusal to take a drug screen may result in disciplinary action, up to and including termination.

B.
 Procedures

The testing, at a laboratory contracted by the company, shall consist of urinalysis (or, if because of an accident or any condition preventing the ability of the employee to provide a urine sample, a blood test) and the urine (or other) specimen shall be separated into two parts prior to the testing.  The first part shall be used to conduct the initial test.  The second part shall be used to conduct a confirmatory test if the first test is positive.  A second test shall be conducted in all cases where a first test involving is positive.  Every reasonable effort shall be made to keep all test results confidential among the company, the employee, and the testing facility.  

Any employee’s refusal to (1) sign a consent to the test (i.e., alcohol or controlled substances test), such as the one attached to this policy; and/or (2) take the requested test, shall constitute a willful and deliberate violation of the company’s employment Policy and Procedures and as such, may result in that employee’s immediate termination.

While awaiting the results of the drug tests (24-48 hours for a negative; 48-72 hours for a positive), the employee may, in the company’s sole discretion, be permitted to return to the job site/office or may be given an excused absence, without pay.

Positive Test.  For purposes of this policy, a “positive” test means that any level of alcohol or of a controlled substance has been detected by the test.  In addition, anomalous results, such as those caused by drugs designed to mask the presence of controlled substances can be regarded as a “positive test” for purposes of this policy, or may be the basis for an additional test.   Controlled substances include, but are not limited to, amphetamines, barbiturates, other hypnotics, cocaine, narcotics (opiates such as heroin, morphine, codeine and methadone), PCP and other hallucinogens, marijuana and any other cannabinoid, and any drugs identified in the Controlled Substances Act, 21 U.S.C. §812, as amended.  

Consequences.  If the employee’s initial and confirmatory tests are positive, as defined herein, that shall constitute a willful and deliberate violation of the company’s employment Policy and Procedures and as such, the company, in its sole discretion may:

· take appropriate disciplinary action against the employee, up to and including termination of employment, or 

· refer the employee to a qualified health care professional of the employee’s choosing for evaluation, diagnosis and treatment recommendations.  Such an employee maybe required to participate in, and successfully complete, a treatment program as a further condition of employment.  The employee may be required to provide a release of information to the referring individual (e.g., the owner) so that participation and progress in the treatment program can be monitored.  Failure to comply with any of the recommended treatment conditions shall constitute a willful and deliberate violation of the company’s employment Policy and Procedures and as such may result in immediate termination.

Prescription Drugs.  “Controlled Substances,” as that phrase is used in this policy, includes not only illegal substances, such as marijuana, but also prescription drugs.  If an employee tests positive, but he or she contends that the positive result was caused by his or her taking, in proper doses, a drug prescribed by a physician for that employee, then it shall be the employee’s burden to prove to the company’s satisfaction, (1) that the positive result was caused by the prescribed drug, and (2) that taking proper doses of the prescribed drug caused the drug level detected by the test.  The company will hire a physician to evaluate the proof submitted by the employee, which may consist of a statement by the employee’s physician.  If the physician hired by the company accepts the proof, the company may choose, in its sole discretion, not to terminate the employee, but rather to take such other disciplinary or other measures as it deems appropriate.

II.
Applicants

DLS & Co. has the right to request that a job applicant take a controlled substance test.  If that test is positive, the applicant shall not receive an offer of employment.  In the event an offer of employment has already been made, a positive test result may result in the withdrawal of that offer of employment.  If the applicant refuses to take the test, his or her application for employment shall be deemed withdrawn.

An applicant who tests positive may reapply for employment with the company after one year.

III.
Possession, Sale, Use or Transfer of a Controlled Substance or the Use of Alcohol.

Controlled substances.  The observed possession, sale, use, effects of such use, or transfer of a controlled substance by any employee shall constitute a willful and deliberate violation of the company’s employment Policy and Procedures and as such, may result in immediate termination.  Additionally, the company may contact the appropriate authorities to take further action.  These sanctions shall not apply to the possession or use, in appropriate prescribed doses, by the employee of a drug prescribed for the employee by his/her physician.

Alcohol.  The observed use of alcohol, or effects of such use, by any employee during normal business hours shall constitute a willful and deliberate violation of the company’s employment Policy and Procedures and as such, may result in immediate termination.  This shall not apply to the use of alcohol at company-sponsored events with the prior approval of the company.
1.1.6 Workweek and Pay

For accounting purposes the company week is Sunday through Saturday.  Normal workdays are Monday through Friday, and occasionally Saturday.   Paychecks are distributed every Friday for the preceding workweek.  

All positions at DLS & Co. are paid by the hour based on experience, performance and production capability.  Standard workweek is 40 hours.  Overtime pay is time and a half for each hour over 40 hours per workweek.  All overtime must be approved in advance by David Scharf or the project supervisor.

Any employee who believes there has been an error in his or her paycheck should contact the office manager and/or owner immediately.

1.1.7 Vacation

Vacation time accrues on an hourly basis, up to a maximum of 40 hours per year.  [This assumes a 2000-hour work year.  The actual hourly accrual rate is .02 per hour, or about 3.5 hours of vacation per month of full-time work.]

The year is based on the anniversary date of the employee's hiring.  An additional vacation day is added for each year of employment with the company, up to a maximum of three weeks per year.

Vacation is redeemable only after the first 6 months of employment.  After 6 months and prior to one year of employment, an employee may take whatever time has accrued to that point.  Vacation time is redeemable only as paid time off.  Upon termination of employment, unused vacation time is not redeemable.  (An employee who is terminated for any reason before completing 6 months of work from the date of hire is not entitled to vacation days.)
Vacation time/days off are at the employee’s discretion and when the work schedule allows, and must be taken within the year it is earned.  Plan time off as far in advance as possible and schedule it directly with the owner or project manager.  Vacation requests must be submitted to the office manager in writing.

1.1.8 Holidays

The company observes the following unpaid holidays:

· New Year’s Day

· Martin Luther King, Jr. Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day and the day after

· Christmas Day

1.1.9 Excused Absence (added 6/14/07)
Excused time off to care for personal matters requires permission from project supervisor 48 hours in advance.  Once permission is granted, employee shall notify office manager by phone, voicemail, or email.  Office manager will email pertinent parties and add note to ACT with full day banner and in bright red.

1.1.10 Leave of Absence

Because of its size, DLS & Co. is not covered by the federal Family and Medical Leave Act. 

1.1.11 Jury Duty

Field workers will be granted “excused absence” for jury duty, and will be paid $40 a day for the first three days of duty.

1.1.12 Side Work

Use of DLS & Co. employment to pursue outside business activity (such as side work, opening accounts, establishing working relationships, etc.) is strictly prohibited.  This applies whether the outside work involves the employee directly, or an employee’s family or friends.  Side work sought or obtained through a DLS & Co. client, supplier, subcontractor or any other such contact also is prohibited.  Use of vacation time for paid side work is strictly prohibited.  
1.1.13 Evaluations

The owner may conduct a formal, written performance evaluation for all employees once a year.  The goal is not only to review prior performance, but also to jointly outline how the employee may advance in the company by adding skills and responsibilities.  This review may include a self-evaluation by the employee.

1.1.14 Employee Concerns

Employees are entitled and encouraged to bring any observations, comments and criticisms (constructive or otherwise) to the attention of the owner or managers at any time.  All issues of this sort are to be kept strictly confidential.

Action:  First, discuss the situation promptly with the project supervisor.  Second, if the matter cannot be resolved, call the office to make an appointment to meet with the owner.  Employee also must send a note in advance to the owner, describing the subject of the meeting.

1.1.15 Confidentiality

Our business requires a strict code of confidentiality.  Employees are prohibited from disclosing information outside the company (in any form) about any matter pertaining to the conduct of the company’s business that may compromise a customer or the company to outsiders. Any entity or person not employed by DLS & Co. is considered “outside the company.” Any employee who compromises information may be subject to disciplinary action up to and including termination.  

1.1.16 Personnel Files

DLS & Co. will maintain a file on each employee.  An employee’s personnel file begins with a completed employment application form.  From time to time other information may be added to this file regarding an individual’s employment status with the company.  Personnel files are the property of DLS & Co. and will be treated the same as any other confidential company information.

The following provisions apply with respect to the company’s standards for establishing, maintaining, and handling employee personnel files:

· All official records concerning an employee will be kept up to date insofar as possible and all employees shall promptly report all pertinent personal information and data changes to the office manager.

· Employees will be permitted to review their personnel files as permitted by applicable laws, but no more frequently than once each quarter.

· Information regarding the medical condition or history of an employee will be kept in a separate file with restricted access.

· The personnel file of an employee terminating employment will be maintained in accordance with applicable state and federal laws.

Contents of Personnel Files

Employee personnel files may include the following:

· Original employment application

· Employment Eligibility Verification (Form I-9)

· Performance appraisal reports

· Disciplinary action notices

· Special commendation information

· Educational achievement records

· Status changes affecting employee’s work and salary history

· Employee’s résumé

· Signed copy of employee acknowledgement forms

· Other relevant documents as determined by the owner or office manager

Employee’s Request for Review of Personnel File

The following provisions apply with respect to an employee’s request to review his/her personnel file:

· The owner will have the responsibility of coordinating the review of an employee’s personnel file.

· The owner must be present while the employee reviews his/her personnel file.

· The employee may take notes, but may not remove, deface, or otherwise make notations on the documents in his/her personnel file.

· Upon request from the employee, the company will provide a copy of any item(s) in the employee’s personnel file.

Management’s Review of Personnel Files

All information in employee personnel files is considered confidential.  This information will only be available to the owner, office manager, the employee, and supervisors who are responsible for the employee.  Any violation of this policy is considered a serious offense.

1.1.17 Disciplinary Procedures

Disciplinary action is any one of a number of options used to correct unacceptable behavior or actions. Discipline may take the form of oral warnings, written warnings, probation, suspension, demotion, discharge, removal or some other disciplinary action, in no particular order. The course of action will be determined by the company at its sole discretion as it deems appropriate.

1.1.18 Termination

Employment with the company is on an at-will basis and may be terminated by either party at any time with or without cause.
Any employee who voluntarily resigns is asked to provide the company with advance written notice of at least two (2) weeks.  If the employee does not provide advanced notice as requested, the employee may not be eligible for rehire.

Upon termination, an employee is required:

· to continue to work until the last scheduled day of employment;

· to turn in all reports and paperwork normally required when due, and no later than the last day of work;

· to return all credit cards, files, documents, equipment (including cell phones), tools, work shirts, keys, software, computer files or other property belonging to the company that are in the employee’s possession.

1.1.19 Pay Upon Termination

The employee will receive a final paycheck on the next regular payday after the last day of work.

1.1.20 Exit Interview

An employee who is voluntarily leaving the company may be asked to participate in an exit interview.  Discussion concerning the reasons for leaving will help the company evaluate its policies and practices.  

2 Section 2:
Work Policies and Regulations

2.1.1 General Workday Guidelines

Each employee will strive to maintain a positive and supportive attitude, at all times, while at work.  Our goal is to build a productive and mutually supportive team to pursue our mission.

Be ready to work 5 minutes before start time, whether on a job site or at the DLS shop.  This includes having tools set up and ready.  Each employee is expected to have the tools required for his job description at work and in good working order, each workday. 

Unexcused lateness or absence is not acceptable.  If you are going to be unavoidably late or absent, you must call the job supervisor or office within one hour of the start time.  You must explain the reason for the lateness or absence and say when you will arrive.  Repeated tardiness or absences could lead to disciplinary action, up to and including dismissal.
Project and maintain a professional demeanor and congenial working relationship with all company employees, subs, vendors, members of the community and especially customers.

Maintain a clean and respectable personal appearance.  The same applies to all company vehicles and work sites.  

2.1.2 Schedule

The workday is 8 a.m. to 4:30 p.m., Monday through Friday.  Earlier starts and later finish times are possible. Saturday workdays are infrequent but may occur, with advance notice from project manager or owner.  Early departures must be scheduled at least one day in advance.  Workday start times may be adjusted seasonally by consensus of the crew, and/or by the owner.  Half-hour unpaid lunch with the crew is customary.  Coffee break (paid) is 15 minutes, taken with the crew; or if you’re working alone, whenever you want.

Unless the company is closed by the owner, all employees are expected to report to work on time regardless of bad weather.

2.1.3 Attire

Company shirt (weather permitting), work boots (steel toes recommended), and heavy duty, construction grade clothing (jeans are acceptable, Carhartt type gear recommended).  Work clothing should be clean and presentable (no holes, frayed edges, excessive paint, etc.).  Additional gear may be required for cold weather situations.  Company will provide 5 work shirts; employee is to keep them neat and clean.  Employee is responsible for all other gear/clothing.

2.1.4 Physical Requirements (field workers)

Ability to work at heights up to 30' above grade/finish floor, lift and carry objects up to 95 lbs., safely and knowledgeably operate all carpentry related power equipment, stand/climb/bend/twist/kneel/stoop for 8 hours/day, 5 days/week, work in seasonally hot and/or cold weather, and dust-filled and wet conditions.

2.1.5 Smoking

DLS & Co. is dedicated to providing a healthy, comfortable, productive work environment for our employees as well as a healthy, comfortable environment for our customer.  This goal can only be achieved through ongoing efforts to protect non-smokers and to help employees adjust to restrictions on smoking.  Therefore, smoking is prohibited at the DLS & Co. shop.  Field employees are not allowed to smoke in company vehicles or clients’ homes.  Any smoking must be outdoors.  All smoking debris shall be removed from job sites daily.

2.1.6 Customer Relations 

Excellent customer relations are crucial to our success.  We work diligently to meet and exceed the expectations and desires of our customers at all times.  You are encouraged to take the initiative to achieve this goal.  If, at any time, you are concerned that you may unduly compromise the work schedule, and/or the profitability of a project, don’t hesitate to consult your supervisor.

2.1.7 Homeowner Policies 

The project supervisor is the primary contact between DLS and the customer.  The supervisor is to handle all site visits, walk-throughs and meetings involving customers.

Customers sometimes may suggest or request a change not specified in the scope of work.  Keep in mind that such a request may require a change order.  If a customer makes such a request, be polite and refer him or her to the project supervisor or owner.

NOTE: Change orders must originate with the DLS office and must be approved before work begins.  
2.1.8 Line of Authority

Each position is responsible for all positions below, and is answerable and reports to every position above.  (Note:  Not all positions may be filled at any given time or on any given project; in these situations they are omitted from the line of authority.)


Owner


Project Manager

Project Supervisor

Lead Carpenter

Carpenter

Carpenter’s Helper

Laborer

Any position in the company may be full-time or part-time.  Full-time employees may be eligible for benefits. 


See Section 3 for complete job descriptions and tool requirements.

2.2 Health, Safety and Property Policies (updated 6/14/07)
2.2.1 Workplace Safety

The company takes every reasonable precaution to ensure that employees have a safe working environment.  Safety measures and rules are in place for the protection of all employees.  Ultimately, it is the responsibility of each employee to help prevent accidents.  To ensure the continuation of a safe workplace, all employees should review and understand all provisions of the company’s workplace safety policies outlined below.

Employees should use all safety and protective equipment provided to them, and maintain work areas in a safe and orderly manner, free from hazardous conditions. Employees who observe an unsafe practice or condition should report it to a supervisor or the owner immediately.  Any questions regarding safety and safe practices should be directed to a supervisor or the owner.

All employees must be familiar with lead-safety practices, as outlined in the SOP section.

In the event of an accident, employees must notify a supervisor immediately.  Report every injury, regardless of how minor, to a supervisor immediately.  Physical discomfort caused by repetitive tasks must also be reported.  Failure to report accidents or injuries in a timely manner may result in the denial of Worker’s Compensation benefits.  

At jobs sites and the DLS shop, employees should recognize any potential fire hazards and be aware of fire escape routes and fire drills.  Do not block fire exits, tamper with fire extinguishers or otherwise create fire hazards.

2.2.2 Workplace Security

Employees must be alert and aware of any potential dangers to themselves or their coworkers.  Take every precaution to ensure that your surroundings are safe and secure.

Guard personal belongings and company property.  Visitors should be escorted at all times.  Report any suspicious activity to a supervisor immediately.

2.2.3 Company Property

Company property, such as equipment, vehicles, telephones, computers, and software, is not for private use. These things are to be used strictly for company business, and are not permitted off grounds unless authorized. Company property must be used in the manner for which it was intended. Upon termination, employees are required to surrender any company property they possess.

Company computers, access to the internet and emails are a privileged resource, and must be used only to complete essential job-related functions.  Employees are not permitted to download any pirated software, files or programs and must receive permission from the owner before installing any new software on a company computer.  Employees also are prohibited from using e-mail or the internet to download or disseminate any harassing, hateful, offensive or other materials that violate company policies against discrimination and harassment.  Files or programs stored on company computers may not be copied for personal use.

Employees are reminded that they should have no expectation of privacy in their use of company computers or other electronic equipment.  Specifically, as an express condition of employment, each employee gives consent to company monitoring of computer use (including email and internet activity) and phone use (including phone calls, text and voice mail messages).

See Section 3 for related Employee Acknowledgement.

Violations of these policies could result in disciplinary action, up to and including termination.  

2.2.4 Cell Phones

Company phones, including cell phones, are provided for business use.  The company discourages personal calls while on duty.  If urgent, please keep personal calls to a minimum and conversations brief.  You should answer no more than two personal calls during daily work hours.  Other personal calls should be made during lunch and break times.

NOTE:  It is the employee’s responsibility to understand the terms of the company cell phone contract and not to incur chargeable phone expenses.  The employee is responsible for promptly reimbursing DLS & Co. for any costs incurred by the company due to employee cell phone overuse or abuse. 
2.2.5 Company Credit Cards and Vendor Accounts

Any unauthorized charges for personal use will be charged to the employee.  Any pattern of excessive personal phone calls, personal visits or private business dealings is not acceptable and may lead to disciplinary action, up to and including termination.

DLS & Co. maintains charge accounts with the following vendors.  DLS & Co. may request employees to be added to the list of those authorized to make purchases for the company:

Beckerle Lumber: Congers (Rainer Ruppert) 845-268-9248; Spring Valley 845-356-1600

Bradco Supply, Valley Cottage:  845-353-0056

Herb Lack Paints, Nyack: 845-358-0293

Hilti: 800-879-8000

New Concept Office Supplies: 201-493-9730

Outwater, 800-631-0342

Premium Plywood, 800-524-6621 

Ridge Supply, Chestnut Ridge: 845-735-1234

Rockland Masonry (Westchester Landscape Depot): 845-268-2900

Select Machinery, Rego Park NY (Hank), 718-897-3937
The Hardware Store (Ace), Northvale NJ:  201-768-7377
2.2.6 Company Vehicles

There are three work vehicles, all Chevys:  a 1995 van, a 1996 green truck, and a 2005 white truck.  There is a primary driver for each vehicle, and he is responsible for maintenance, servicing, cleanliness (inside and out), tools and material inventory.  All vehicles are to be parked at shop each night unless other arrangements are made, and keys returned to their proper place in the shop.  The dumping trailer generally stays at a job site and will reside at the shop at all other times.

All employees must follow all vehicle and traffic laws. Cell phones may be used in moving vehicles only with hands-free devices.  Suspension of driving privileges may be grounds for termination.  Anyone involved in an accident may be subject to drug testing.  Except when authorized by a project supervisor or the owner, company vehicles may not be used for personal purposes, nor are non-employee passengers permitted in the vehicles.

See Driving SOP in Section 2.4 for more rules of the road.

2.2.7 Shop Notes 

Employees must be familiar with all aspects of the DLS shop:  access, security procedures, location of tools, materials and supplies, proper use of all equipment.

All tools must be put away when they are brought back from a job.  Turn off heat before opening the overhead door.  Main entrance door must be locked and alarm set when last person leaves.

Shop foreman is to be responsible for tool maintenance, cleanup, garbage removal, storage and inventory.

2.3 Employee Paperwork

2.3.1 Timesheets

Timesheets are to include a separate line for each separate task and must include the following information in legible writing:

· service item (Choose from the list in your book.  Ask the lead carpenter if you are not sure which service item to use.)

· job number (from the list in your book).

· a detailed description of each scope of work completed, including specific description of the area of the house where you worked, exactly what you did – for example, quantity of work completed in square feet; or number of rooms sheetrocked, etc.

· amount of time spent.  

Action:  Timesheets are to be filled out daily and returned to the office at the end of each day to the inbox.  No employee shall make an entry of any type on another employee’s timesheet.  

2.3.2 Purchase Orders

Most purchases from suppliers require a purchase order.  Incidental or last-minute purchases – which should be avoided – may not require a purchase order.  P.O.s are specific to a vendor (one P.O. per vendor) and must include the description and quantity of item, service item and job number.  It is possible to have more than one job and/or service item on one P.O.

Action:  P.O.s are to be stapled to the vendor receipt and returned to inbox at the end of each day with the amount of the purchase written on the P.O.

2.3.3 Vendor Receipts

Some incidental or last-minute purchases may not have a P.O.  Receipts for these must include the following information:

· customer name

· job number

· service item

· total cost

· your signature

Action:  Receipts must be returned to office inbox at the end of each day.

2.3.4 Work Orders

Work orders will serve two functions:

1. Provide all necessary information to achieve the mission in the field for that work day.

2. Serve as the record for that day’s work in the field, including work accomplished, important meetings, calls, subcontractors on site, weather, etc.

Work orders are to be distributed each day, as required, for each project.  Purchase orders are to be included with work orders for materials to be delivered or picked up that day.  Tools and materials required from the shop are to be assembled and loaded up.  One person must sign the work order before truck leaves the shop indicating that everything on the work order is in the truck.  It is the responsibility of each employee to read and understand the work order for his workday.

At the close of the workday, the project supervisor will note on the W.O. the actual work completed and time taken to complete, and any other activity on the site, such as neighbors visiting or complaining, building inspector, homeowner, architect, etc., with notes of each visit.

Action: Work orders are to be prepared the day before by the project supervisor and office manager.  They will include the following information:

· job number

· client name

· date of work order

· detailed description of the mission to include:

a. work to be done

b. exact location where work will be done

c. quantity of work (example:  sq ft of siding, sq ft of SR, amt. of framing, etc.)

d. field persons responsible for each task

e. estimated time to accomplish each task

· materials required, PO’s if required

· tools/equipment/vehicles required

2.3.5 Daily Job Log

At the end of the work day, completed work orders become that day’s job log and will show actual daily field results.  All information will be noted on work order, either on hard copy (paper) or digital, and delivered or emailed to owner and Office Manager.  Completed work orders will show:

· Actual work completed, including quantity and time for each activity

· Additional work completed and/or changes to original WO

· Job site notes of significance (e.g., Dave fell off the roof)

· Record of calls/notes/meetings, etc.
· Subs on site
The project supervisor may provide additional information to the office manager via phone or voice mail.
Action:  Completed work orders will be deposited in Inbox at DLS shop.  Additional information will be transcribed and added to that day’s work order.  Office manager will scan into job file attached to appropriate job.  One copy will be printed for the job site log book; one copy saved in job file.  Work order may be returned either in hard copy or via email; and voicemail notes to office manager if necessary.

2.3.6 Credit Card Receipts

Company credit cards are for company business only!!  Receipts must include the expense (example “gas”) or the job number and service item.

Action:  Return receipts to inbox at the end of each day.

2.4 DLS Best Practices:  Business SOPs

2.4.1 Driving and Company Vehicles

Employees must have valid driver’s license at all times and maintain a clean driving record.  No aggressive driving.  Poor, reckless or inconsiderate driving may result in immediate dismissal.  Seat belts will be worn at all times.

When backing up, always have the driver’s side window open and the radio turned off.   If there’s a second person present, he will be standing behind the vehicle and directing the driver and anyone else in the vicinity.
Always be polite and friendly on the road.  Always stop for cars, when they’re pulling out of a driveway, pulling onto a highway, etc., with a big smile and a wave.  This is great for community relations.  David regularly hears, “Hey, I saw you driving your work van the other day, you didn’t wave to me.”  Pretend you’re David and wave.  Even if you don’t know who you’re waving to.
Work vehicles wear out front brakes and front tires quickly because they carry such a heavy payload.  While driving, pretend there’s an open cup of coffee on the dashboard – and you don’t want to spill it – when making turns or braking.  Same goes for accelerating.

Anything on the roof rack will have at least one nylon cargo strap on it, at all times.  For light loads, one cargo strap and bungee cords are fine.  For heavy loads or scaffolding, scaffold planks and ladders, two cargo straps are mandatory.
All mirrors will be in adjustment, at all times.  Out-of-adjustment mirrors will result in disciplinary action.  It is imperative with our work trucks (because there are no rear-view mirrors) that you be able to see behind you and beside you on the road and when backing up, at all times.

Keep vehicles clean and neat.  Don’t let empty coffee cups, food wraps, etc. accumulate.
Always listen to character-building and informative talk shows on the radio.  Just kidding.  But don’t play the radio louder than normal conversation volume.

Bulkhead doors shall be closed at all times.
For each company vehicle, it is the primary driver’s responsibility to see to, or notify the office of, regularly scheduled maintenance.

Accident policy:  If you are in an accident, call 911 immediately, assuming you are able.  Then call a supervisor or the DLS shop.  If you see an accident while in a company vehicle, call 911.
Dump Trailer

Hook-up procedure for dumping trailer:
· Attach trailer to ball, close latch, insert safety pin in trailer hitch

· Connect (2) steel safety cables

· Connect large cable to receptacle
· Connect emergency brake cable to van/truck

· Hitch jack to be in full up position

· Always cover loads when on the road

· Check brake and directional signals before departing

Test brakes each time trailer is on the road by using the manual brake on the remote (in the driver’s compartment) and adjust as necessary.  

Check battery for charge, regularly.  Charge when necessary.

Do not overload.  This is particularly liable to happen when loading stone, crushed stone, dirt, plaster debris, etc.
2.4.2 Shutting Down

Office 

Turn fan, air conditioner, or heater off.

Turn lights off.

If outside temperature is above room temperature, leave office door open; if outside temperature is below room temperature, leave office door closed.

Shop

Turn fans/lights off.

Unplug electric outlet at workbench.

Turn compressor off or unplug.

Close garage door.

Turn main lights off.

Set alarm.

Lock and set deadbolt outside door.

2.4.3 Office Operations  (added 6/14/07)

Phone

Always answer calls like so:  “David L. Scharf & Company; [x] speaking; may I help you?”

Be as courteous and helpful as possible.  Record all messages in the Voice Mail Log on the desk.  Also send e-mails when appropriate.

Phone messages in ACT

Always have ACT open to take messages and forward them to David as a “scheduled call.”  The tab in lower right corner should say “company profiles 7-6-05;” this will display correct DLS fields.  (If this isn’t showing, click tab and select it.)

For an existing contact:  
The easiest way is to use the alt+L+L shortcut to look up the contact’s Last name (assuming it’s an existing one), then “schedule call” (crtl + L).  The shortcut to look up a company name is alt+L+C.  Fill in the fields as follows:

Time:  3pm  (just type 3p) for routine messages; otherwise schedule for immediately.

Regarding:  Enter short message; abbreviations OK; use ? for “question” etc.

Associate with group:  Click list to select job name/number.
Activity color:  Maroon for phone calls to be made.

Ring alarm:  Check this box to set alarm (15 minutes is OK).

Scheduled for:  Select David (or other).
Hit Enter or click OK to save and send activity (plus Accept on the next screen).

For a new contact:

Start with the “schedule call” screen and take the message.  Then hit the Contact button; select New Contact … and enter the contact info for the new person or company.  (Or, to create a new contact profile in ACT, hit Insert to get a blank template and fill in the information.  Then type Ctrl+L to schedule call.  The new contact’s name and number will be filled in automatically.  Fill in blanks as above.
Hiring Procedures
See help wanted ads.doc in DLS&Co Correspondence\Job application files for list of current classified ad copy.  Ads may be placed in several places:

Craigslist has a Rockland County section at http://hudsonvalley.craigslist.org/
Rockland County papers:

The Journal News (daily)
(914) 694-5167

https://adweb2.thejournalnews.com/AdWebster/placead.jsp
Ad must meet the following deadlines to start publishing on the given day.  Otherwise, your ad will publish on the next available day:

· Tuesday thru Saturday –  due 3:30 p.m. previous day

· Sunday and Monday – due 5:45 p.m. Friday
Rockland County Penny Saver

http://www.nationwideadvertising.com/placonclas.html
Green Meadow Waldorf School Bulletin (biweekly, Mondays)

(845) 356-2514 x 301 (Lisa Kreisel)
http://www.gmws.org
40 cents/word
Deadline:  9 am, 10 days in advance (Thursday); may be emailed to lkreisel@gmws.org
Our Town (weekly)
(845) 735-1342

Industry Sources

Rockland County Builders Association
http://www.rcba.org/
(845) 634-3849
rcba@rcba.org
Rockland BOCES
http://www.rocklandboces.org/
Albert Moschetti 
Adult Education & Business Services 
(845) 348-3500

2.4.4 Lead Safety (added 6/14/07)
The company is committed to using federal lead-safe practices at all applicable job sites.  This policy outlines how to determine whether the practices need to be used for any given job, and if so, how to implement them.

When do the rules apply?
Lead-safety rules for remodelers apply only to residential family housing built before 1978 (lead-based paint was banned that year).  In addition, they apply only to jobs where a significant amount (more than 2 square feet) of painted surfaces will be disturbed.

The rules do not apply in the following cases:

· new construction or any post-1978 structure

· emergency renovation

· minor repairs (2 sq. ft. or less)

· dwelling with no bedroom (e.g., studio apartment)

· housing for elderly where no children are expected to reside

· job sites that have been found to be free of lead-based paint by a certified inspector

The first thing to do for a new job is determine whether it fits any of the exemptions above.  If it does, you don’t have to be concerned about lead paint.  If none of the exemptions apply, follow the procedures below.

1. Owner/occupant notification

DLS & Co. must provide the owner with the official EPA pamphlet on lead paint hazards and, in return, get a written confirmation of receipt.  Copies of the pamphlet are available in the office.  Acknowledgment that the owner has received a pamphlet is part of the basic DLS & Co. client contract.  Be sure this section is signed if lead-paint rules apply.

Pamphlets may be order via the New York State Builders Association:  http://sf1000.registeredsite.com/~user996836/order_form.html
… or printed from the PDF file at this HUD site:

http://www.hud.gov/offices/lead/outreach/pyf_eng.pdf

2. Safe work rules
There are three main phases of lead-safety work:  containment, safe practices during the job, and proper cleanup.  The main goals are to avoid creating and spreading dust; protecting occupants (especially children) as well as workers; and leaving the residence clean and safe.

Containment


Interior jobs:  Limit access by placing a barrier or tape across entrances to the work area.  Keep occupants, children and pets out.  No eating, drinking or smoking in the work area.  Use disposable plastic sheeting (not reusable canvas) to cover floor at least 5 feet in all directions from work area.  Also use sheeting to cover furniture, carpet and other non-movable objects.  Close windows and doors; seal HVAC vents.  For high dust jobs, remove furniture and cover door openings with 2 layers of sheeting.

Exterior jobs:   Cover ground with disposable plastic sheeting to at least 10 feet from the house.  If possible, establish a work zone 20 feet from the house, marked with tape, cones, etc., to discourage traffic.  Cover grass, plants, etc., with a disposable mesh material.  If using a ladder, place it on a piece of plywood, rather than directly on the plastic sheeting.  Close doors and windows within 20 feet of the work area.  For high dust jobs, seal nearby doors and windows with plastic sheeting.

Work practices
In general, high heat and dry disturbance of paint surfaces can lead to more dust and lead problems.  Avoid the following high-risk techniques:

· Open-flame burning or torching.

· Heat gun above 1100 degrees F.

· Power tools (sanders, grinders) without vacuum attachment.

· Extensive dry scraping or sanding.

Instead, follow these techniques:

· Wet scraping and sanding, chemical stripping, heat gun below 1100 degrees.

· Mist paint surfaces before drilling and cutting (when using hand tools); also mist surrounding surfaces and area frequently.

· Power tools with approved vacuum attachment.  Avoid heavy misting of surfaces when power tools are used.

· Score paint before separating components to reduce chipping.

· Use shaving cream prior to hand drilling or coring, to reduce dust.

· Minimize pounding and hammering; pry and pull instead.

Protective gear for employees should include a hat, disposable coveralls, and disposable N-100 rated respirator.  Avoid taking paint dust or chips off site when you leave:  Remove shoe coverings, or wipe or vacuum shoes; remove and discard coveralls.  Vacuum regular clothing; wash it separately from other laundry.  Wash hands and face frequently during the day; shower as soon as you get home after work.

Remove debris frequently from the job site -- daily at least.  Vacuum horizontal surfaces; collect paint chips as they are created; wrap and dispose of components (trim, windows) to keep them away from residents and children.

Cleanup
Proper cleanup includes (1) containing dust and debris to the area that will be cleaned; (2) proper techniques in cleaning all surfaces and areas; (3) visual inspection; and (4) safe and secure disposal of waste.


Interior jobs:  Pick up paint chips with wet, disposable cloth.  Mist protective sheeting; fold (dirty side in) and tape shut.  Use vacuum with HEPA (high-efficiency particulate air) filter and clean area from top to bottom (walls, tops of doors, window troughs, floor).  Or wipe walls with a damp disposable cloth; for high-dust jobs, wipe then scrub with a wet cloth.  Do the floor last:  Mist and clean with wet mop and 2-sided bucket; clean at least 2 feet beyond contained area; repeat with new mop head and clean water.


Exterior jobs:  Inspect work area and remove any paint chips, wood chips or other debris.  Check areas exposed to children (playground, porches, window sills, etc.)  Mist protective sheeting; fold (dirty side in) and tape shut.  If using reusable tarp, it must be cleaned thoroughly to prevent spread of lead dust to other sites.

Visually inspect the area.  Can you see dust?  Would a dust wipe on the floor come up clean?

Place all protective sheets, clothing, waste and debris in heavy duty plastic bags (double, if necessary) and use gooseneck seal with duct tape.  Store all waste in a secure container or dumpster until disposal.

* * *

For details, consult the EPA/HUD booklet “Lead Safety for Remodeling, Repair and Painting,” which is kept in the office.  

2.5 DLS Best Practices:  Construction SOPs

2.5.1 Baluster Layout

1. Find the exact size of the opening.

2. Determine the spacing from center line to center line.

3. Bury the width of the baluster at the end of the ruler.

4. Read the total dimension at the other end of the ruler.
5. Divide the total dimension by the desired spacing:

a. [ 69" / 6" = ]

b. round the result up or down, as necessary.

c. [  69" / ___ = ___"]

d. mark the dimension and put "x" to the far side of the line (away from the buried end of the ruler).
e. ['+', ' +', ' =' on Construction Master calculator ] for next layout mark.
f. [  =  ] for each successive layout mark

2.5.2 Sheetrock Installation

· No butt joints, wherever possible.  (Butt joints are okay in closets.)

· Nail the perimeter, 6 nails at the butt, 5 nails/screws at interior nailing, screws in the field.

· Cement board to be installed with cement board screws.

· Screws and nails heads will be set below the surface of sheetrock, but not so far as to tear the paper.  SR nails should be set only with a SR hammer for proper dimpling of SR surface.

· Gaps at butt joints or inside corners will be less than ¼”.  Gaps at cutouts, e.g., fixtures, receptacles, etc., will be less than 1/8”.  There will be no gaps between factory edges.

2.5.3 Painting:  Exterior

All painted woodwork will be primed with oil-based primer thinned to one part thinner, one part primer.  All exterior finish paint will be latex.

2.5.4 Painting:  Interior

All painted woodwork will be primed with oil-based primer and finished with oil-based paint.  All sheetrock and plaster will be primed and painted with latex paint.

2.5.5 Interior Trim

Milling

1. All sawn edges should be machine finished either with the jointer, thickness planer or hand plane. Sawn edges should not be left exposed on interior trim.
2. Surface sanding is not necessary for materials received directly from a supplier or mill, or thickness planed at the shop.

3. All exposed corners shall be “broken.”

Installation

1. Trim may be gun or hand nailed.

a. Gun-nailed trim will have the nail head set below the surface of the wood.

b. Use a rubber bumper on the nose of the gun to prevent dimpling.

c. Hand nails will be set.

2. Outside corners will be mitred and glued, the glued corner “rounded over” with the neck of the hammer.

3. Inside corners

a. Straight intersections (i.e. baseboard) will be butted.

b. Profile corners (i.e. crown, base cap, shoe mold) will be coped with a jig saw.

4. Crown molding will have solid wood blocking, installed during framing if possible, or glued and screwed to the surface of the sheetrock to provide for nailing.

5. Crown molding long runs will be glued, screwed, clamped and sanded on the ground, before installation.

6. Screws will be pre-drilled, plugged and sanded.

7. Baseboard and crown will have minimum of (2) nails at each stud.

8. Marking out nailers for installation of crown, baseboard or any molding that is run horizontally:  All nailers will be marked lightly with pencil, before installation.

9. Mitre joints vs. butt joints:  Butt joints are preferred whenever possible, mitre joints are to be avoided whenever possible.  This applies to 90º corners that are mounted on top of sheetrock, for example, window or door casings.

2.5.6 Hanging a Door

General notes:
· Doors shall be located so that adjacent casing widths shall be equal/equal.
· Pre-cut shims, 1 ½” wide.
· Each shim location shall have (2) nails.
· Use 10d finish nails (hand nail), as req’d.
· ½” space beneath door bottom and finished floo.r

· Door head shall align with adjacent doors.
· Hinge side jamb shall be set plumb (regardless of adjacent wall status).
· 1/8” quirk (gap) between door and jamb all around.

Shim locations:
· Each side of head

· Bottom of each leg

· Behind each hinge

· Behind strike

· Add’l as req’d

Door stop:
· 1/8” space between stop and door at hinge side.
· Head installed first, legs second.
3 Section 3:
Inventories, Lists and Forms

Employee Acknowledgments
(to be signed and returned within 14 days of receipt of Roadmap)

Job Descriptions and Tool Requirements

Project Supervisor

Lead Carpenter

Shop Foreman

Carpenter

Carpenter’s helper

Vehicle Accident Report

Harassment Reporting Procedures
Equipment & Inventories


Scaffolding inventory


Van list


Truck inventory


Tool inventory (company)


Forms

Work order and job log
Daily timesheet

Door schedule

Drawer schedule

Martin maintenance schedule

Material list

Service item list

Shop work take-offs

Small job form

Square foot estimate sheet


Purchase order

3.1 Employee Acknowledgments

1.
Roadmap

I have received and read the Employee Roadmap.  I understand the policies and procedures described in it, and agree to follow them to the best of my ability.  I understand that the Roadmap is intended to serve as a general guide, and that DLS & Co. policies, procedures, practices of employment and employee benefits may change at any time.

I understand that nothing in the Roadmap is meant to constitute an express or implied contract, nor does it alter in any way my at-will employment status.  
In addition, I understand the Employee Roadmap is the property of DLS & Co.  I will return my copy upon termination of employment.  

Employee’s initials:  ​​​__________

2.
Confidentiality

I will not at any time, either during or after my employment at DLS & Co., disclose or use any information or knowledge that is considered proprietary or that relates to the company’s trade secrets.  Such information may include, but is not limited to: SOPs, forms (purchase orders, work orders, time sheets), designs, drawings, diagrams, accounting or financial data, pricing or salary data, business and marketing plans, and customer or vendor lists and/or this employee handbook.

I further agree that upon termination of my employment, I will promptly return any and all documents containing any such information.

Employee’s initials:  ​​​__________

3.
Alcohol and Controlled Substances

I understand that use of any substance that may impair my abilities while working for DLS & Co. is strictly prohibited.  This includes but is not limited to alcohol, prescription drugs that have not been prescribed for me, marijuana or any illegal drugs or substances.  I recognize that any such impairment is not only a danger to myself, but also a risk to the safety of my fellow employees, customers and others.

I understand that coming to work while impaired, or becoming impaired while at work, is a major violation of company rules and is subject to severe disciplinary action.  Severe disciplinary action can include dismissal, suspension, or any other penalty as the company may determine.

I agree to notify my supervisor if I am taking any prescription drugs that may impair any of my job responsibilities, with the understanding that DLS & Co. will respect my privacy regarding medical or personal information.

I understand that DLS & Co. reserves the right to require drug or alcohol testing as described in the Alcohol and Controlled Substances Policy of this handbook.

Employee’s initials:  ​​​__________

4.
Harassment and Discrimination

I have received and read the policies and procedures regarding workplace harassment and discrimination.  I understand that DLS & Co. prohibits this behavior and I agree to maintain a respectful atmosphere free from harassment and discrimination.  I also understand and agree to follow reporting procedures if I believe these policies have been violated.

Employee’s initials:  ​​​__________

5.
Company Property

I understand that my use of company property such as computers, other electronic equipment and phones may be monitored by DLS & Co.  I hereby give my consent to such monitoring of computer use (including email and internet activity) and phone use (including phone calls, text and voice mail messages).  
Employee’s initials:  ​​​__________

6.
Return of Property Upon Termination

I agree that upon termination of my employment, whether initiated by me or by DLS & Co., I will return all company property on or before my last day of work.  

Employee’s initials:  ​​​__________

I acknowledge and agree to all of the above statements.  This acknowledgment will be kept in my personnel file.

Employee’s signature:  ​​​________​​​​​​​​​​​​​​​​​​​___________________
Date:  _______________

For DLS & Co.:
___________________________________
3.2 Job Description:  General Manager [Owner]

3.2.1 Summary

General Manager is responsible for all the operations of the company including sales, estimates, job costing, production, administration and general oversight.  

3.2.2 Skill requirements

The General Manager is expected to be proficient in the following areas:
· Create and communicate the company mission and culture in a positive and supportive means.

· Create a marketing plan, generate leads and sales.

· Create, alter and maintain, and monitor all company systems and procedures.

· Working knowledge of construction trade.

· Responsible for hiring and firing, regular employee evaluations, determining wage and benefit levels.  

· Working knowledge of the following software applications:  MS Project, ACT!, Quick Books, XactRemodel, CutList, Web browsing and MS Office (specifically Word, Excel and Outlook).  
3.2.3 Paperwork Responsibilities

· Read and understand all reports, including financials (balance sheet, profit and loss, cash flow), production reports (project schedules, job costing) all company forms and procedural manuals.  
· Create and work with an annual budget.

· Maintain organization chart.

3.3 Job Description:  Project Supervisor

3.3.1 Summary

A project supervisor is expected to be knowledgeable in all job site related activities and management responsibilities, and to perform these duties in a supportive and positive manner, within the time allotted.  Also must work with, assist or train all project-related personnel (homeowners, sub-contractors, suppliers/vendors, carpenters and/or laborers).

3.3.2 Skill Requirements

A project supervisor is expected to be computer literate, with knowledge of the following software applications:  MS Project, ACT!, Quick Books, XactRemodel, CutList, Web browsing and MS Office (specifically Word, Excel and Outlook).

Supervisor is also expected to:

· read and understand plans (elevations, floor plans, cut sheets, shop drawings, etc.)

· use a scale rule

· use a  Construction Master calculator

· have a general working knowledge of all sub-trades

· supervise/manage/process all project-related paperwork (including work orders, purchase orders, time sheets, job books, material take-offs, sub-trade contracts, production budgets, etc.)

The project supervisor will manage all job-related activities, including:

· scheduling and coordinating in-house carpentry and sub-contract work

· work orders will be written and in the office the day before they are to be used
· homeowner/neighborhood issues

· building dept issues and inspections, etc.

The supervisor also coordinates all site-related activities with the office to produce an on-time, on-budget project.  All work will be done in a positive and supportive manner to encourage and promote team building.  

3.3.3 Paperwork Responsibilities

Briefly, responsibilities include oversight of all site-related paperwork, such as time sheets, purchase orders, work orders, cut sheets, daily job logs, etc.   All applicable paperwork is to be deposited in the office inbox daily.

Details on paperwork procedures are in Section 2 of the Roadmap.

3.3.4 Compensation

Project supervisor is an hourly paid position based on production capability.  See Section 1 of the Roadmap for additional information.

3.4 Job Description:  Lead Carpenter

3.4.1 Summary

A lead carpenter is expected to be knowledgeable in and able to execute all job site carpentry and management tasks in a workman like manner, within the amount of time allotted, with no supervision.  Also must work with, assist, train all persons on the job site (homeowners, sub-contractors, carpenters and/or laborers) using his own tools (see list).

3.4.2 Skill Requirements

A lead carpenter is expected to:

· frame floors/walls/doors/roofs

· install roofing, siding, exterior and interior trim

· hang doors, install cabinets, etc.
· have a general working knowledge of all sub-trades

· be computer literate

· read and understand plans (elevations, floor plans, cut sheets, shop drawings, etc.)

· use a scale rule

· use a  Construction Master calculator

The lead carpenter will manage all job-related activities, including:

· scheduling and coordinating in-house carpentry and sub-contract work

· homeowner/neighborhood issues

· building dept. issues and inspections

· material take-offs and orders

All activities will be done in a positive and supportive manner to encourage and promote team building.  

In the absence of a Project Supervisor the lead carpenter will coordinate all site-related activities with the office to produce an on-time, on-budget project.

3.4.3 Paperwork Responsibilities

Briefly, responsibilities include oversight of all site-related paperwork, such as time sheets, purchase orders, work orders, cut sheets, daily job logs, etc.   All applicable paperwork is to be deposited in the office inbox daily.

Details on paperwork procedures are in Section 2 of the Roadmap.

3.4.4 Compensation

Lead carpenter is an hourly paid position based on production capability.  See Section 1 of the Roadmap for additional information.

3.5 Tool Requirements:  Lead Carpenter

Tool belt


hammer (20oz. straight claw, recommended)


square (speed square)


nail sets


tape measure (24' minimum)


carpenter's pencil


scribes


chalk line


utility knife

Hand tools



flat bar


nippers


channel locks


needle nose pliers


Allen wrench (metric and standard)


block plane 


bevel gauge


paint scraper


cat’s paw


small, medium, large screwdrivers (slotted and Phillips)


cold chisel


2 wood chisels (sharp)


plumb bob


right- and left-handed sheet metal snips


files


torpedo level

Power tools


circular saw


drill with drill index, assorted bits


battery screw gun (min. 14v) with driver bits, Fuller bit set, Vix bits


jig saw


laminate trimmer


Sawzall


sheetrock screw gun


router or laminate trimmer

Other tools


framing square


2’, 4’, 6 ½’ levels


extension cords


Spackle tools

computer with regular e-mail access
3.6 Job Description:  Shop Foreman

3.6.1 Summary

The shop foreman has primary responsibility for all materials, equipment, inventory, maintenance and activity at the DLS shop.  Must be motivated, genuinely interested in woodworking, eager to train and teach less-skilled individuals, a “team player.”

3.6.2 Skill Requirements

Schedule, supervise, organize and oversee all shop activities including the following:

· cabinet making – from renderings/blueprints/client description/shop drawings, take site measurements, draw rods, make mill/cut lists, assemble cabinets, hang/install doors/drawers and any additional hardware, make ready for delivery, including miscellaneous tools, hardware and materials.

· custom molding runs, mill lists for site work, furniture repairs, etc.

· shop cleanup

· tool installations

· tool maintenance, blade/cutter sharpening, etc.

· tool budget, tools to purchase

· maintaining inventory, including

· plywood and solid materials

· hardware inventories

· sandpaper, glue, biscuits, fasteners, etc.

· project scheduling and job costing

· weekly shop work, including scheduling additional labor needs

3.6.3 Other Requirements

Must maintain constant communication with owner regarding all aspects of work; must be congenial and work well with all employees, suppliers, clients, etc.  The foreman must have reliable transportation to shop or job site (including New York City), and all hand tools and small power tools (such as jig saw, drill, routers, etc. and a chop saw when necessary).

3.6.4 Paperwork Responsibilities

· weekly time sheets 

· material inventory, regular intervals

· small job forms, as necessary

· material/labor breakdowns for each job

Shop time is available on Saturdays for personal woodworking projects only, with advance notice.  You must provide your own materials.

3.7 Job Description:  Carpenter

3.7.1 Summary

A carpenter is expected to be knowledgeable in and able to execute all job site carpentry tasks in a workmanlike manner, within the amount of time allotted, with a minimum of supervision.  Also must work with, assist, train other persons on the job site (carpenters and/or laborers) using his own tools (see list).

3.7.2 Skill Requirements

A carpenter is expected to:

· frame floors/walls/doors/roofs

· install roofing, siding, exterior and interior trim

· hang doors, install cabinets, etc.;

· have a general working knowledge of all sub-trades

· read and understand plans (elevations, floor plans, cut sheets, shop drawings, etc.)

· use a scale rule

· use a Construction Master calculator

The carpenter also must be able to read blueprints with these details in mind:

· for layout (dim’s of ro’s, wall locations, etc.)

· interpret job specifications (trim details, material types, etc.)

· take-offs (measure for material orders)

· estimate (roughly) time requirements for specific tasks

· possess a working knowledge of drafting symbols
3.7.3 Additional Responsibilities

Supervise helpers and laborers by giving them work, teaching all work-related skills, taking responsibility for their work, materials used, and time on the job.  Also assist and supervise helpers and laborers in maintaining clean, efficient and orderly:  job sites, work vehicles (personal and company), tools (company), work shop and materials.  On smaller jobs, the carpenter may serve as lead carpenter.

Review with project manager, on a daily basis, all aspects of project progress.

Communicate with the homeowner in a respectful and professional manner regarding all work-related issues.
3.7.4 Paperwork Responsibilities
Carpenters must fill out paperwork properly and deliver to DLS office inbox at end of each day.  This includes:

· Timesheets:  to be filled out daily (at lunch and close of day)

· Material lists

· Purchase orders as required

· Vendor receipts processed

· Delivery tickets received

· Daily job logs (if necessary)

· Small job forms (if necessary)

· Job cost breakdowns (if necessary)

· Reviewing helper’s paperwork

Details on paperwork procedures are in Section 2 of the Roadmap.

3.7.5 Compensation

Carpenter is an hourly paid position based on production capability.  Time and a half over 40 hours per work week.  See Section 1 of the Roadmap for additional information.

3.8 Tool Requirements:  Carpenter

Tool belt


hammer (20oz. straight claw, recommended)


square (speed square)


nail sets


tape measure (24' minimum)


carpenter's pencil


scribes


chalk line


utility knife

Hand tools



flat bar


nippers


channel locks


needle nose pliers


Allen wrench (metric and standard)


block plane 


bevel gauge


paint scraper


cat’s paw


small, medium, large screwdrivers (slotted and Phillips)


cold chisel


2 wood chisels (sharp)


chalk line


plumb bob


right- and left-handed sheet metal snips


files


torpedo level

Power tools


circular saw


drill with drill index, assorted bits


battery screw gun (min. 14v) with driver bits, Fuller bit set, vix bits


jig saw


laminate trimmer


Sawzall


sheetrock screw gun


router or laminate trimmer

Other tools


framing square


2’, 4’, 6 ½’ levels


extension cords


Spackle tools

3.9 Job Description:  Carpenter’s Helper / Driver

3.9.1 Summary

A carpenter's helper is expected to assist the carpenters in a workmanlike manner with all job- related activities, bring all required tools to work daily and maintain them (see list), and begin to learn carpentry skills.

3.9.2 Skill Requirements

A carpenter's helper is expected to know how:  to read, write (legibly) and perform basic math functions; listen, comprehend, retain information and follow instructions; work with others with a cheerful disposition.

3.9.3 Additional Responsibilities

At all jobs and the DLS shop:  Keep sites swept clean, trash removed, tools and materials organized.  Haul trash to dump as needed.  Observe all safety and conduct rules, keep company vehicles clean (and organized) inside and out.  Pick up and deliver to job sites required material, supplies and equipment.

Note:
All questions by homeowner concerning construction project should be referred to the lead carpenter.

3.9.4 Paperwork Responsibilities

Time sheets

Vendor receipts

Purchase orders

Work orders/job logs

Job specifications/cut sheets/plans

3.9.5 Compensation

Carpenter’s helper is an hourly paid position based on production capability.  Time and a half over 40 hours per workweek.  See Section 1 of the Roadmap for additional information.
3.10  Tool Requirements:  Carpenter’s Helper

Tool belt


hammer (20oz. straight claw, recommended)


square (speed square)


nail sets


tape measure (24' minimum)


carpenter's pencil


scribes


chalk line


utility knife


flat bar


nippers

Tool box

3.11  Job Description:  Equipment Wrangler (added 6/14/07)

3.11.1 Summary

The job of the equipment wrangler is to keep all tools in good working condition and maintain full inventory of supplies for the shop and truck.  Wrangler also is responsible for regular vehicle maintenance.  The wrangler works with the owner and work crews to maintain an efficient and professional operation.

3.11.2 Specific Duties:

Review work vehicle (white truck) inventory each Monday afternoon:

· Submit tool repair order, as required

· Request purchase order (fasteners) as required

Schedule regular maintenance for the truck:

· Oil change, service

· Wash and vacuum

Use the following lists for inventory and maintenance tasks, updating the lists as necessary:

· Tool inventory (company)

· Scaffolding inventory


· Truck inventory

· Martin maintenance schedule

Regular shop tool lubrication.

Miscellaneous pickups and deliveries.

Attend weekly crew meetings.

	3.12       Vehicle Accident Report

	DLS & Co. Driver Information

	Employee name:
	
	
	
	Driver license #:
	
	

	
	
	
	
	
	
	
	
	

	Phone #:
	
	Veh. Lic. #:
	
	
	

	
	
	
	
	
	
	
	
	

	Year/Make/Model:
	
	VIN #:
	
	
	

	
	
	
	
	
	
	
	
	

	Other Driver Information

	Name:
	
	
	
	
	Driver license #: 
	

	
	
	
	
	
	
	
	
	

	Address:
	
	
	
	
	
	
	

	City/State/Zip:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Home phone:
	
	
	
	Work phone:
	
	

	
	
	
	
	
	
	
	
	

	VIN #:
	
	Veh. Lic. #:
	
	
	

	
	
	
	
	
	
	
	
	

	Year/Make/Model:
	
	
	Insurance co.:
	
	
	

	
	
	
	
	
	
	
	
	

	Insurance phone:
	
	
	Policy #:
	
	

	
	
	
	
	
	
	
	
	

	Witness Information

	Name:
	
	
	
	
	Contact #:
	
	

	
	
	
	
	
	
	
	
	

	Name:
	
	
	
	
	Contact #:
	
	

	

	
	
	
	
	
	
	
	

	Police Information

	Officer’s name:
	
	
	
	Contact #:
	
	

	
	
	
	
	
	
	
	
	

	Accident report #:
	
	
	Court date:
	
	

	
	
	
	
	
	
	
	
	

	Was a ticket issued?   [   ] Yes  [   ] No
	To whom:
	
	

	What was the charge?
	
	
	
	
	
	

	
	
	
	
	
	
	


3.13       Revising the Roadmap

To add something to the Roadmap, such as an SOP:

1. Open the Roadmap and go to the SOP section (ctrl+click in the Table of Contents).

2. Put the cursor where you want the new SOP to be and hit enter a few times to make some working space.  Type a heading for the SOP and hit enter twice.  Write the SOP.  (Be sure you are writing in the default font: Times New Roman 12 pt.)  Adjust spacing so there’s one blank line above the new SOP and one blank line below it.  Save.

3. Format the SOP heading so that it will appear in the Table of Contents.  To do this, scroll to any nearby heading that is already numbered [2.4.2, e.g.].  Put the cursor in the left margin so that it turns into an arrow.  Click once to highlight the line.  Click the paintbrush in the top line of the Word toolbars (next to “paste”).
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Scroll back to the new heading and put the arrow in the left margin, then click once.  The new heading should get a Table of Contents number and change to bold.  Save. 

4. Create a new Table of Contents to include the new SOP heading.  Go to Insert/Reference/Index and Tables …  Click the Table of Contents tab.  Uncheck the “Show Page Numbers” box.  Click OK.  Say Yes to “do you want to replace current TOC?”

5. Save and close the file.  If you want to print the new SOP, do File/Print and click on Current Page.

Follow these same general steps to add anything to the Roadmap.  To make new text start at the top of a page, put cursor where you want the new page to begin and do Ctrl+Enter to create a page break.  Be sure to distribute copies of the new page(s) and the revised Table of Contents pages to all employees.

See Office files list.doc for complete list of forms included in the Roadmap.

Update the Roadmap revision log on the next page as needed.

3.14        Roadmap Revision Log

DLS & Co. Employee Roadmap was originally published and distributed Sept. 9, 2006.

Date
Revision



Section
By

9/14/06
Add revision instructions


3.12
KR

2/28/07
Add General Manager job description

3.2
DLS
6/14/07
Add Excuses Absence


1.1.9
KR


Updated Health, Safety and Property Policies
2.2
KR


Add Office Operations


2.4.3
KR


Add Lead Safety


2.4.4
KR


Add Equipment Wrangler job description

3.11
KR

10/11/07
Hanging a Door


2.5.6
DLS

10/12/07
Addition to 2.2.5


2.2.5
AB
Appendix

Harassment Reporting Procedure

Equipment & Inventories


Tool inventory



Scaffolding inventory



Truck inventory


Fastener inventory

Forms

Work order

Daily timesheet
Door schedule

Drawer schedule

Martin maintenance schedule

Equipment Repair/Replacement Order Form

Material list

Service item list

Shop work take-offs

Small job form

Free Work Inventory

Square foot estimate sheet

            Purchase order








PAGE  
( DLS & Co. Inc.

Nyack NY


