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Blooms & Berries Farm Market Employee Handbook 

Welcome to the Blooms & Berries team!   

Your number one objective at Blooms & Berries is to help those around you.  This goes beyond helping customers find 

ripe cantaloupes, load pumpkins in their cars or teach them how to water their hanging baskets.  We’re referring to a 

much deeper commitment: Improving the lives of those around you with each and every interaction.  This includes 

customers, other team members, vendors, even the UPS & Fed-Ex delivery personnel.  When these people leave, they 

should feel like their day improved in some manner by having just a brief interaction with you.  This truly inspiring 

attitude is accomplished by taking an interest in the customer’s best interest and well-being.  To improve your co-

workers’ lives you are also to work safely and efficiently at your assigned tasks.  By giving your job 100% of your effort, 

the team will not need to do it again.  Thank vendors and delivery drivers for their service, wish them a safe day and 

realize that these people are an important part of your day.  Learning to see the positive in every interaction ensures a 

great experience that develops you, your coworkers and Blooms & Berries. 

We sincerely want you to enjoy your time on the job, resulting in a positive and safe work environment for yourself as 

well as Blooms & Berries coworkers. We have an open-door policy, welcoming any questions or concerns about any part 

of the business, so please ask. 
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Please note: Our business and our policies are subject to change, and we reserve the right to interpret, change, suspend, 

cancel and dispute with or without notice all or any part of our policies, procedures and benefits at any time.  We will 

notify all employees of these changes.  Changes will be effective on the dates determined by Blooms & Berries. All 

superseded policies will be null. 

No individual other than Jeff or Cathy has the authority to change policies at any time. If you are uncertain about any 

policy or procedure, speak with Jeff or Cathy. 
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1.) Vision, Mission, Values: 

These core components of our business are what we use each time we make a decision - big or small.  By making sure 

each new idea or action fits into our Vision, Mission, & Values, we stay focused as a team and can make the biggest 

impact on the community and ourselves. 

 Vision: To be the most trusted farm for remarkable, authentic farm products and 
experiences to families in the Greater Cincinnati area.  

 Mission: Providing quality farm products and experiences to make people smile. 
o Team Mission: To build character and achieve results through hard work, follow-

through and passion. 

 Values:  
o Accountability – A personal willingness to answer for the results of my behavior. 
o Excellence – To engage my best efforts for the success of the organization and 

myself. 
o The Golden Rule – To treat others the way I want to be treated. 

 Be Friendly 
 Have Gratitude 
 Be Honest 
 Do Not Gossip - RESPECT 

o Passion – To demonstrate a strong fondness and enthusiasm for the work I do 
o Positive Attitude – A hopeful and constructive mindset, feeling and manner with 

regard to people and circumstances. 
o Team Work – Working together to develop, solve problems and accomplish a 

shared purpose. 
 

2.) The Importance of Customer Service 

Excerpt from an open letter to the crew from a food service manager: 

“Everything that you or I will ever have is currently in the hands of someone else: the customer. Our business is run first 

for their enjoyment and satisfaction, then ours… Service has always been our invisible product. It can’t be stored, but it 

can be given away. It can’t be discounted or prepared, but it can be super-sized and delivered. It’s most genuine when 

spontaneous and at its worst when it’s discretionary. It makes a good meal taste better and customers come back. It 

makes our food and beverage taste better. It costs us nothing. So heap it on. And it’s as simple as beginning every 

transaction with a smile.” 

3.) Probationary Period for New Employees 

The probationary period for full-time and part-time employees is 90 days from date of hire.  During this time, Blooms & 

Berries management will evaluate the employee. Blooms & Berries has the right to terminate employment without 

advance notice during this time. All employees, regardless of classification or length of service, are expected to meet and 

maintain the following standards for job performance and behavior. 
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4.) Dress Code, Hygiene, Piercing, Tattoos 

Blooms & Berries considers dress, grooming & hygiene indicators of a person’s pride in themselves and their job.   

Dress Code:  

Employees are expected to come to work dressed appropriately for the task and weather.  Employees typically will 

dedicate their day to either retail or farm work. 

Retail Dress Code: 

Khakis, or jeans may be worn either as shorts reaching at least to mid-thigh.  No short shorts.  Ladies may wear capris.  

Jean or khaki pants are also permitted.  Pants or shorts must not be worn lower than hip level. We do not wish to see 

your undergarments. While engaging with customers in the retail side of the business, we require you to wear your B&B 

logoed t-shirts or sweatshirts that are issued to you.   Shoes must cover the whole foot including the toes, such as gym 

shoes or comfortable boots. 

During Fall On The Farm, every employee will be provided an orange T-shirt and hoodie from Blooms & Berries to wear 

while at work.  These shirts must be returned in the same condition as they were received before an employee’s last 

paycheck will be released.   

Farm Work Dress Code: 

All farm employees who have been trained in retail are expected to keep on hand (in their car) a set of retail appropriate 

clothing, regardless of the expected task of the day.  We occasionally need additional last-minute retail help and want 

you to be prepared to dress appropriately in that instance.   

The farm-work dress code is the same as the retail, with the exception that employees are expected to dress in clothes 

in which they can get dirty and can stay comfortable.  Waterproof, steel-toed boots are recommended as well as a set of 

rubber boots.  Keep on hand a waterproof jacket as well.  Working on the farm will get you wet, muddy, dusty, dirty and 

sweaty.  Dress appropriately.  During farm work, men are permitted to wear sleeveless shirts, but not “wife beaters” or 

skin-tight tank tops.   

Inappropriate at ALL TIMES: 

Any lude, rude, offensive sayings, words or images.  Any exposed skin between the top of the pants and the bottom of 

the shirt.  Any exposed part of the buttocks including the crack or cheek.  Any inappropriate amount of cleavage.  Any 

sweatpants, pajama pants, gym shorts or other material is also considered inappropriate at all times. 

Hygiene:  

It is expected that each employee shall come to work bathed, groomed and free of odor.  This includes, but is not limited 

to, smoke, body odor, or excessive cologne or perfume.  Hair is to be clean, brushed, and styled away from the face in a 

respectable manner.  Cleanliness is a matter of respect for yourself.  If you don’t respect yourself, nobody else is going to 

either.   
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Piercings and Tattoos: 

Ear piercings are acceptable, however all other piercings not covered by clothing MUST be removed while on company 

time.  If a piercing located any place other than the ear is new and cannot be removed, it is expected to be covered with 

a band aid while you are on company time.  Gauges ARE NOT PERMITTED.   

Tattoos are expected to be covered by clothing while on the clock.  If you have a tattoo you feel may be acceptable to be 

exposed such as a small, non-offensive, respectable tattoo, please bring this to the attention of Jeff and Cathy in order 

to obtain permission to do so. 

  

5.) Pay Period & Pay Day 

Pay period is 14 days starting Monday and ending the second Sunday.  Hours are then calculated the next day (Monday) 

and turned in for processing.  Checks are cut four days later and are available that Friday or Saturday. 

For example if April 1 is the Monday beginning the pay period, the hours you work from Monday, April 1 through 

Sunday, April 14 will be calculated on April 15 and your paycheck will be available Friday, April 19.      

 

6.) Scheduling, Time Clock, Tardiness 

All potential scheduling conflicts are expected to be reported as soon as you know of them.  We do our best to honor 

time off requests (TOR); however, all TOR must be documented with at least two weeks notice and are not guaranteed.  

 

7.) Lunch & Break Periods 

Hydration. 

Employees are encouraged to bring water bottles to say hydrated.  Blooms & Berries provides water, and employees are 

urged to hydrate before becoming sick.  Please, without abusing company time, take the time to stay hydrated.  

Dehydration or other heat-related illness must be be reported immediately to Jeff or Cathy.  

Breaks 

Blooms & Berries complies with any and all current Ohio and Federal laws regarding breaks for meal periods and rest.   

If employees have unexpected personal business to take care of, they must notify Jeff or Cathy to discuss time away 

from work and make provisions as necessary.  Personal business should be conducted on the employee’s own time. 

Employees who do not adhere to the break policy will be subject to disciplinary action, including termination. 

 

 

 



6 
 

8.) Non-Discrimination 

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at 

Blooms & Berries will be based on merit, qualifications and abilities.  Blooms & Berries does not discriminate in 

employment opportunities or practices because of race, color, religion, sex, national origin, age or disability. 

Blooms & Berries will make reasonable accommodations for qualified individuals with known disabilities unless doing so 

would result in an undue hardship. This policy governs all aspects of employment, including selection, job assignment, 

compensation, discipline, termination and access to benefits and training. 

Employees with questions or concerns about discrimination in the workplace are encouraged to bring these issues to the 

attention of Jeff or Cathy.  Employees can raise concerns and make reports without fear of reprisal.  Anyone found to be 

engaging in unlawful discrimination will be subject to disciplinary action, including termination of employment. 

 

9.) Procedure for Handling Employee Complaints 

Employees who have a job-related problem, question or complaint should discuss it solely with Jeff or Cathy.  It is not 

appropriate to discuss job-related problems or complaints with coworkers.  Discussing job-realted problems or 

complaints with other employees who do not have the authority to address and correct the problem is considered 

gossip, violates our values, and will be met with disciplinary action. 

 

10.) Employee Performance Review 

Jeff & Cathy will conduct performance reviews and planning sessions with all employees upon the request of the 

employee.  Each employee has the right to a formal review as often as every 60 days.  Jeff & or Cathy may conduct 

informal performance reviews and planning sessions more often if they choose.  

Performance reviews and planning sessions are designed for the supervisor and the employee to discuss his/her current 

job tasks, encourage and recognize attributes, and discuss positive, purposeful approaches for meeting work-related 

goals.  Together, employee and supervisor discuss ways in which the employee can accomplish goals or learn new skills.  

The planning sessions are designed for the employee and his/her supervisor to make and agree on new goals, skills and 

areas for improvement. 

 

Blooms & Berries directly links wage and salary increases with performance.  Because of this as well as professional 

courtesy, employees are not to discuss rates of pay with other employees or prospective employees.  Your performance 

review and planning sessions will have a direct effect on any changes in your compensation.  For this reason, among 

others, it is important to prepare for these reviews carefully, and participate in them fully. 
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11.) Corrective Action  

 Blooms & Berries holds each of its employees to certain work rules and standards of conduct as outlined in this manual.  

When an employee deviates from these rules and standards, Jeff and/or Cathy will take corrective action. 

Corrective action at Blooms & Berries is progressive.  That is, the action taken in response to a rule infraction or violation 

of standards typically follows a pattern increasing in seriousness until the infraction or violation is corrected.   

The usual sequence of corrective actions includes an oral warning, a written warning, probation and termination of 

employment.  In deciding which initial corrective action would be appropriate, Jeff and/or Cathy will consider the 

seriousness of the infraction, the circumstances surrounding the matter and the employee’s previous record. 

Though committed to a progressive approach to corrective action, Blooms & Berries considers certain rule infractions 

and violations of standards as grounds for immediate termination of employment.  These include, but are not limited to, 

theft in any form; insubordinate behavior; vandalism or negligent destruction of company property; being on company 

property during non-business hours; the use of company equipment and/or company vehicles without prior 

authorization by Jeff or Cathy; untruthfulness about personal work history, skills, or training;  divulging company 

business practices; and misrepresentations of Blooms & Berries to a customer, a prospective customer, the general 

public, or an employee. 

 

12.) Standards of Conduct 

The work rules and standards of conduct for Blooms & Berries are important, and the company regards them seriously.  

All employees are urged to become familiar with these rules and standards.  In addition, employees are expected to 

follow the rules and standards faithfully in doing their own jobs and conducting the company’s business.  Please note 

that any employee who deviates from these rules and standards will be subject to corrective action, up to and including 

termination of employment. 

While not intended to list all the forms of behavior that are considered unacceptable in the workplace, the following are 

examples of rule infractions or misconduct that may result in disciplinary action, including termination of employment. 

 

 Theft or inappropriate removal or possession of property 

 Falsification of timekeeping records 

 Working or otherwise on Blooms & Berries property under the influence of alcohol or illegal drugs (drug and alcohol 
tests may be administered without prior notice) 

 Possession, distribution, sale, transfer or use of alcohol or illegal drugs in the workplace 

 Fighting or threatening violence 

 Boisterous or disruptive activity in the workplace 

 Inflammatory words or actions that create ill-will or dissatisfaction among other employees 

 Inappropriate language 

 Negligence or improper conduct leading to damage of company-owned or customer-owned property 

 Insubordination or other disrespectful conduct 

 Violation of safety or health rules 

 Smoking or tobacco use in the workplace 

 Sexual or other unlawful or unwelcome harassment 
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 Any absence without notice 

 Unauthorized use of company-owned equipment  

 Using company equipment for purposes other than business 

 Unauthorized disclosure of business “secrets” or confidential information 

 Violation of personnel policies 

 Unsatisfactory performance or conduct  
 

13.) Personal Conduct away from work 
As a part of the Blooms & Berries team, you reflect the companies values at all times, not just while you’re at 

work.  It is public knowledge to your family, friends, neighbors and a good part of the community that you are a 

part of your team.  This is why it’s important to conduct yourself in a professional, mature manner at ALL TIMES, 

not just while you’re on the clock.  Any non moral or illegal activity you participate in even while off the clock 

may be grounds for disciplinary action.  In addition, employees are required to come to work well rested and 

ready to begin a new day helping those around you. 

 

 

14.) Personal Phone Calls, Texting, and Music 

Personal phone calls and texts are considered a privilege and should be kept at a minimum with great discretion, as well 

as respect for company time.  Personal phone calls and texting in front of customers, is strictly prohibited on company 

time.  Jeff & Cathy have the right to enforce additional policies applicable to the whole staff or individual employees as 

needed.  In the event of a family emergency, Jeff or Cathy must be notified so appropriate action can be taken to free 

you from your responsibilities in order to take care of the situation.  

While working retail, you will be required to have a cell phone, keep it charged and turned on.  You will need to call with 

questions, inventory levels and other concerns.  It is important for us to be able to get in touch with you. 

Employees may listen to approved music while on the job.  In a retail environment or while working as a team requiring 

communication between team members, ear buds are not permitted. This is to ensure the safety and productivity of the 

team.  While working alone in a non-retail situation employees may wear a single ear-bud to listen to music.  This is 

designed to help be aware of the surrounding environment for safety concerns including weather and equipment. 

   

15.) Tobacco Products and or Electronic Cigarettes 

Tobacco, or products mimicking tobacco is strictly prohibited while in the public’s eye at work.  We sell a clean image of 

healthy living and family fun and tobacco use does not uphold that image.  Also, employees are not permitted to come 

to work smelling of tobacco products.  Smoking is strictly prohibited at all times while on company property.  Smokeless 

tobacco, while discouraged, may be consumed by employees who are of age while not working with, near, or soon to be 

in contact with customers or employees under 18.  Selling or distributing any tobacco products to minors is strictly 

prohibited and will be met with disciplinary action.     
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16.) Harassment, Including Sexual Harassment  

Blooms & Berries is committed to providing a work environment that is free of discrimination and unlawful harassment.  

Actions, words, jokes or comments based on an individual’s sex, race, ethnicity, age, religion or any other legally 

protected class will not be tolerated.  This includes if the questionable material is from a customer. 

If you believe you have been the victim of harassment, or know of another employee who has, report it immediately.  

Employees can raise concerns and make reports without fear of reprisal. 

Any employee who becomes aware of possible harassment should promptly advise Jeff or Cathy who will then handle 

the matter in a timely and confidential manner. 

 

17.) Employment Period 

Blooms & Berries Farm Market is recognized as a “Seasonal Employer” by the Ohio Department of Labor.  Employees are 

employed until October 31, or later if decided by Jeff or Cathy.  There is a period during the winter each year during 

which we do not have a staff, as most of the work is administrative and handled by Jeff & Cathy.  Employment in a given 

year does not equate to guaranteed employment the following year.  Employment each year is by invitation.  We 

encourage you to ask for an invitation as we like people who want to work here.  Please be advised, eligibility for 

unemployment during the off season may not be available given our “Seasonal Employer” status with Ohio Department 

of Labor.  Please check with Jeff or Cathy for current info on this subject.     

 

18.) Safety 

Each employee is expected to obey safety rules and exercise caution and common sense in all work activities.  

Employees must immediately report any unsafe conditions to their supervisor.  Employees who violate safety standards, 

cause hazardous or dangerous situations, or fail to report, or where appropriate, remedy such situations, may be subject 

to disciplinary action including termination of employment. 

In the case of an accident that results in injury, regardless of how insignificant the injury may appear, employees must 

notify Jeff or Cathy. 

 

19.) Use of Farm Equipment, Vehicles and Tools  

Equipment:  Employees must obtain clearance from Jeff or Cathy for each piece of equipment they wish to use.  Once 

clearance has been obtained, it is a privilege, not a right to use the equipment.  If you are reported to have misused, 

abused or otherwise improperly treated the equipment, your privilege of using any and all equipment may be revoked, 

and your employment may be suspended or terminated.  Should equipment become damaged in ANY way during your 

shift, regardless of fault, you are REQUIRED to inform Jeff or Cathy immediately.  Should you fail to do so, your 

employment may be suspended or terminated.   
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Vehicles:  Due to the nature of our business, we ask some staff members age 18 and older with a valid driver’s license to 

operate our vehicles in order to transport produce and supplies.  A staff member must have specific permission from Jeff 

or Cathy EACH time he or she is required to use a vehicle.  If you are reported to have misused, abused or otherwise 

improperly treated any vehicle, your privilege of using the vehicle may be revoked and your employment may be 

suspended or terminated.  Should the vehicle become damaged in ANY way during your shift, regardless of fault, you are 

REQUIRED to inform Jeff or Cathy immediately.  Should you fail to do so, your employment may be suspended or 

terminated.   

Tools:  Tools may be safely and reasonably used only for the purposes in which they were intended.  If an employee uses 

a tool, it is required that he or she return it to the correct location immediately.  Tools lost or broken due to misuse or 

neglect may be replaced at cost to the negligent employee(s).  Should tools become damaged in ANY way during your 

shift, regardless of fault, you are REQUIRED to inform Jeff or Cathy immediately.  Should you fail to do so, your 

employment may be suspended or terminated.   

 

20.) Visitors at Work 

To provide for the safety, security, and productivity of employees, short-term visitors are permitted with Jeff or Cathy’s 

approval.  Visitors may be asked to leave if they are preventing the employee from performing exceptional customer 

service. Restricting visitors beyond these parameters helps ensure security, decrease insurance liability, protect 

confidential information, safeguard employee welfare and avoid potential distractions and disturbances.   

 

21.) Guest Complaints 

Try as we may, we cannot please everyone.  However, when this does come to our attention, it is important to make the 

upset guest/customer feel as if he or she is the only person we want to take care of at that moment.  Here are some 

steps to resolving an issue. 

1. Listen to the customers. They want to be heard. Don’t talk over them or try to fix the problem yet. Just 

understand why they are upset 

2. Ask the customer politely how they feel we can best fix the issue 

3. If the issue is simple, like replacing a product (under $10 value), please do so freely and urgently. 

4. If the issue is a bit more complicated (the customer got a flat tire in our parking lot) please contact Jeff or Cathy 

(whomever you can reach first) to help handle the situation.  In the meantime, listen to the customer and when 

applicable, assure the customer we are a good company and always make things right. 

5. Once the issue is resolved, offer an additional small item for free or a small discount on their purchase.  The key 

to resolving any problem is to always take the customer back to where they would have been if there never was 

an issue, and then make it better with a little additional value. 

6. If the issue was resolved without Jeff or Cathy, please document it to inform them later. 

Guest Complaints about a staff member 

If a staff member is following all the correct procedures outlined in this manual as well as good customer service 

practices, then the customer is absolutely out of line and Blooms & Berries Farm Market will promptly remove the 
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customer from the situation.  Customers are tremendously valuable and important to your paycheck; however, great 

employees are even more valuable to us.   

If the guest has a legitimate reason to be upset with a staff member, Blooms & Berries will promptly look into the 

situation and decide on the best course of action.  

 

22.) Guest and Staff Safety during inclement weather.  

Because of the nature of our business we sometime encounter emergency situations including, but not limited to, 

severe or inclement weather.  Before conditions get to the point in which it is no longer safe for staff or guests to be 

shopping with us, we ask staff to secure electronics and valuables and seek safety in a nearby vehicle.  Guests are to be 

asked to leave the shopping area and instructed to return to their cars regardless of how badly they want to shop.  We 

will not conduct a transaction during a storm.  No exceptions. 

  

23.) Employee Purchases and Discounts 

As a part of the benefits package, all employees qualify for 20% off all non-sale transactions purchased for themselves or 

by their immediate family.  All employee purchases must be documented in a handwritten invoice book at the time of 

the purchase.  The invoice book will be for employee purchases only, and you must sign and date your purchase.  ANY 

AND ALL other discounted purchases must be authorized by Jeff or Cathy or they will be considered theft. 
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24.) Employee Benefit Package 

Every employee is entitled to these benefits each year.  This is just one small way of saying thank you for working hard 

this season. 

 20% off all purchases for yourself and immediate family 

 Two logoed shirts for retail use. 

 One free pumpkin up to 30 lbs. 

 Two free Lunches at our grill during Fall On The Farm 

 Four FREE passes to Fall On The Farm to be given to your immediate family 

 8 FREE Corn Maze & Hayride Tickets to give away 

This whole package has a total value of at least $150.00 

 

I have thoroughly read, understand, and agree to abide by this Employee Manual.   

 

Signature          Date 

 

 

Guardian Signature (if under 18)       Date 

 

                                                                                                                                                                                           

 


