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What’s One 
Thing That 
Excites You 
About The 
Upcoming 
Season?
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Getting "swole"

The friends we make along the way



Onboarding
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Documents

Handbook Highlights

Location, Location, Location



Documents

• Documents to Sign
• Non-Compete Agreement

• Confidentiality Agreement

• Attendance Policy

• Photo Release

• Wage Theft Notice

• HSG Tool Policy

• HSG Uniform Policy
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• Policies to Reference
• HSG Holidays & Blackout Dates 2023

• HSG Mileage Reimbursement Policy 2023

• HSG Payroll Schedule 2023

• HSG Time Off Policy 2023



NonCompete Agreement

• Main Points:
• Employee will not compete, directly or 

indirectly, with HSG during and for six months 
after employment.

• Business secrets stay secret.

• In effect within 20 miles of HSG and for at 
least six months after date of termination.
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Confidentiality Agreement

• Main Points:
• Employees have access to client 

information, such as addresses, credit 
cards, and other personal information.

• Employees must keep this information 
secure – don’t share it.
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Photo Release

• Main Points:
• Permission to use photos of you/your 

likeness for web-based publications.

• Waives right for compensation and 
right for approving final product.

• Photos submitted to HSG or taken by 
HSG are property of HSG.
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Wage Theft Notice

• Main Points:
• States employee’s employment status, 

exemption status, and first date of 
paycheck

• States payroll details (or where to find 
them)

• States any deductions that would 
appear on a paystub
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Handbook
• Contents

• Welcome Letter

• Introduction

• History

• Philosophy, Goals, Values, and Beliefs

• Policies in the Workplace

• Your Pay and Progress

• Time Away from Work and Other Benefits

• On the Job

• Work Breaks, Rest Periods

• Safety in the Workplace
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Location, Location, Location
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• Paychex
• All signed onboarding/HR documents

• Job Descriptions, PTO Policies, Payroll Schedule

• Time & Attendance

• Employee Schedule, Requesting Time Off, Approving Timecard

• All employment information such as:

• Paystubs, Taxes, Hire Date, Earnings & Deductions

• All personal information such as:

• W-4, Direct Deposit, Address, Emergency Contact
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Benefits
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Paid Time Off

SIMPLE IRA

Group Health Insurance

Continuing Education



Paid Time Off – Vacation Time

• Vacation is accrued at a rate of 1 hour of vacation per 32 hours worked.

• Cannot be used toward the calculation of overtime

• Start with a set number of hours and accrue immediately
• Determined by seniority and status (full- or part-time)

• Seasonal Employees are paid out at the end of the season

• Year-Round employees can carry a maximum of 80 hours into the new calendar year
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Paid Time Off – Blackout Dates

• Blackout Dates are dates when we restrict time off requests.

• First five (5) weeks of the season
• 04/10/23 – 05/13/23

• Week before Independence Day Holiday
• 06/26/23 – 06/29/23

• Last three weeks of the season
• 11/06/23 - 11/22/23
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Paid Time Off – Holidays 

o All employees are paid for holidays.
o Full-time = 10 hours

o Part-time = 5 hours

o Holiday hours cannot be used toward the calculation of 
overtime.

o Seasonal employees have three paid holidays, year-
round have six.

Date Holiday

1/2 /23 New Year’s Day

5/29/23 Memorial Day

7/4/23 Independence Day

9/4/23 Labor Day

11/23/23 Thanksgiving

12/25/23 Christmas Day
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Paid Time Off – Sick Time

• All employees accrue 1 hour of sick time per 30 hours worked
• All employees have an annual accrual limit of 48 hours

• Sick hours cannot be used toward the calculation of overtime

• Start with zero hours and accrue immediately
• Seasonal Employees are paid out at the end of the season

• Year-Round employees can carry a maximum of 80 hours into the new calendar year
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Paid Time Off – Requests

• Time off must be requested at least 
two (2) weeks, or ten (10) business 
days, in advance.

• Time off will be approved by manager 
within four (4) business days

• Time off cannot be used during 
blackout dates without extenuating 
circumstances and manager approval

• Sick time can be used for 
medical appointments
• Must be requested at least two (2) days in 

advance

Vacation and sick time are used by 
default if an employee:

• Calls in sick

• Leaves before the scheduled end of the 
day due to illness

• Requests unpaid time off but has 
vacation or sick time balances

• Rain or snow days



SIMPLE IRA

• 3% company match, pre-tax.

• Managed by Millennium Trust Company
• Done through their online portal

• They will email you when you’re eligible to enroll or opt-
out

• You must opt-in or out.
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Group Health Insurance

• Carrier: UnitedHealth Group
• Plan Name: Choice Plus Gold 1000-7

• Eligibility: Working at least 20 hours per week

• Employee Premiums:
• 50% paid by HSG

• 50% taken from your paycheck, pre-tax

• Family members are eligible to participate, but their premiums are not covered by HSG

• You must make an election, even if you aren’t taking the coverage
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• More plan details will be provided 
during enrollment

• Seasonal employees can continue 
their health plan through the off-
season under COBRA coverage 
with an increased premium.



Continuing Education

Horticultural Classes/Programs:
• Master Gardener

• MNLA-CP Exam
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EXCITING

YE-HAW!

Northern Green Expo!

Access to Literature:

• Library in 101

• Magazines (Northern Gardener, The 
Scoop)



Reimbursements
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• Other Expenses
• As approved by TG or HSG Service Coordinator

• Pre-approval is required for non-scheduled purchasing over $20

• Mark the receipt:

• Name + "Reimburse"

• Highlight date and total charge

• Purpose

• Credit Card (person or HSG)

• Keep a copy for your records.

• Submit receipts, will be reviewed on Thursdays.

• Checks will be cut by the following Wednesday if approved.



Pay and 
Scheduling
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Timecards

Finding Your Schedule

Requesting Days Off

Attendance Policy



Timecards – Clocking In
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Timecards – Approving Time
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Finding Your Schedule
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Requesting Time Off
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Requesting Time Off



Requesting Time Off – Select Type
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• Vacation
• Trips, Moving, etc.

• Unpaid
• No PTO available

• Willing to be 
scheduled another 
day during the week

• Sick
• Called in sick

• Doctor’s appt

• Other
• Bereavement 

• Jury Duty

• Etc.



Attendance Policy - Definitions

• Absences and Tardiness are tracked throughout the season
• Tardy = arriving >10 min after the shift starts

• Greater than 45 min late is considered a “no-call/no-show”

• Excused Absence = the office was given sufficient notice (>= 48 hours) and 
approved absence

• Unexcused Absence = the office was not given sufficient notice OR absence was 
not approved

• An occurrence is a combination of absences and tardies that result in a 
disciplinary action
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Attendance Policy – Disciplinary Action
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1 Occurrence

1 unexcused 
absence

2 tardies

2 excused 
absences

1 no-call/no-
show

3 
Occurrences

5 
Occurrences

7 
Occurrences

Verbal 
Warning

Written
Warning

Termination



Attendance Policy – Shift Swapping

• If the employee can find another 
employee (of the same job grade) to cover 
their shift, the absence will not be 
counted as unexcused.

1. Alert the Office 

2. Request permission to swap a shift 
with another coworker

3. If approved:
• Office will provide list of employees to 

ask

• Approach a coworker about switching 
shifts

• Alert the Office of who will take your 
place
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Communication
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HSG Office Phone

HSG Emails

Company Contact List

Social Media



HSG Office Phone

• Use if:
• You need to call in sick

• You need an immediate response

• Phone Access:
• Service Coordinators

• Account Managers

• Internal Operations Supervisor

• Immediate information will be sent via 
mass text
• Work cancellations/delays, etc.
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(651) 434-7349



HSG Emails – Info@
• Info@HomeSownGardens.com

• Use if:

• Updating availability

• Scheduling issue or questions

• Missed punches

• Low or empty supplies

• Access:

• Service Coordinators

• Associate Service Coordinators

• Internal Operations Supervisor
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HSG Emails – Maintenance@

• Maintenance@HomeSownGardens.com
• Use if:

• Broken or missing tools

• Broken, missing, or general issues with the trucks or 
trailers

• Procedure:

• Include: 

• What the problem is

• When it was noticed

• When it seems most noticeable
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HSG Emails – Updates!

• Internal Operations Updates Email:
• Weekly emails from IOS

• Has information such as:

• Procedure changes

• Social events/upcoming events

• Changes in projected schedules
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Company Contact List

• List of every employee, their phone number, email, and position

• Add these to your contacts so that you can reach people when you need to.

• Updated copies will be attached in weekly IOS email
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Social Media – Follow Us!
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WebsiteFacebook

Instagram



Where to Go
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Human Resources

Service Coordination

Garden Services Manager

Lead Gardeners



Human Resources

• Elisa

• Potential Topics:
• Pay and Benefits

• Grievances

• Operations questions
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Service Coordination

• Beth! 
• info@homesowngardens.com

• Potential Topics:
• Employee availability changes

• Requesting time off 

• Late/sick/missing punches
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Garden Services Director

• Tami!
• tgallagher@homesowngardens.com

• Potential Topics:
• Training

• Services

• Seasonal timelines

• Career/professional growth

• Feedback

Copyright Home Sown Gardens LLC 2023



Lead Gardeners
• Potential Topics:

• Questions about approach and 
procedures on the jobsite.

• You need advice about where 
to take a question or issue.

• Do not text/call:
• When you’re late

• When you want to switch shifts 

• When you have scheduling 
changes
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Pop Quiz!

• When Should You Contact the Office?
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• When Should You Contact Elisa/HR?

Running Late Calling in Sick

Pay and Benefits Operations Questions



Questions?
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