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Dear Employee, 

 

I want to personally take this opportunity to welcome you to our family here at Willowglenn 

Landscape. 

 

We are excited to have you become a part of our growing company and we look forward to 

a long mutually beneficial relationship together. 

 

As you will see, we are very serious about taking excellent care of our clients and our 

employees. We genuinely believe it is the people we work with that makes our company 

special and unique. 

 

In the following pages you will read about how we do things here. You will see how serious 

we are about doing things the right way. We have worked very hard to create a detailed and 

helpful employee handbook and operations manual so you will be able to refer back to this 

book any time you have questions. 

 

If there is anything inside this book you do not understand fully, please speak with me 

directly.  

 

Once again, thank you for joining our team and I look forward to working with you. 

 

 

Respectfully, 

 

 

Jason Doran 

Owner & Founder 
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COMPANY MISSION 
 

“To enhance the beauty and value of our client’s properties and show them an unmatched level 

of service in the process.” 

 

We will always focus on quality and creativity, doing our very best to give our clients 

something truly unique. We will be professional in every aspect of our business. We will 

continue to cultivate an atmosphere of team work with our employees as well as our clients 

and vendors. 

COMPANY HISTORY AND TIMELINE 
 

Our company was founded in 1989 by Jason Doran. While finishing his Bachelor’s degree in 

Health Science at Boise State University on scholarship, Jason performed gardening for 

extra money.  Upon graduating, Jason discovered that his interests lay in landscape design 

and working out of doors.  Over the next 10 years the company name changed, from 

Pandora’s Garden to Doran Landscape and finally to Willowglenn Landscape, but Jason’s 

hard work and passion didn’t.  In 2006 Jason passed his exam to become a certified arborist. 

In 2011 Jason developed a proprietary vertical gardening system that has proven to be 

superior to many others.  In 2012 Jason was recognized by the City Of Boise as one of the 

only certified arborists permitted to work on municipal trees.  In 2014 Willowglenn 

Landscape leased the office, shop, and yard area located at 6400 Contractors Street, Suite 

102, that serves as our company headquarters and where Jason spends the winter months 

exploring new design concepts and ideas.  

ABOUT THIS HANDBOOK & OPERATIONS MANUAL 
 

This handbook and operations manual contains information about the employment policies 

and practices of Willowglenn Landscape (“the Company”).  All employment policies and 

practices are established and enforced by Jason and Stacy Doran “Supervising Team.”  All 

questions, concerns, comments and any notifications required* herein can be directed as 

follows: 

Stacy Doran 

Voice or text: (208) 860-1986 

Email: stacy@wglandscape.com 

 

Jason Doran 

Voice or text: (208) 859-9930 

Email: jason@wglandscape.com 

*For purposes of this agreement notifications “in writing” include texts and emails. 
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EMPLOYMENT AT THE COMPANY 
 

EMPLOYMENT AT THE COMPANY IS EMPLOYMENT AT WILL. Employment at will may be 

terminated for any reason, with or without cause or notice, at any time by the employee or 

the Company.  

EQUAL EMPLOYMENT OPPORTUNITY PRACTICES 
 

The Company is an equal opportunity employer and makes employment decisions based on 

merit. Company policy prohibits unlawful discrimination based on genetic characteristics or 

information, race, color, creed, sex, gender, gender identity, marital status, age, national 

origin, ancestry, physical disability, mental disability, medical condition, veteran status, 

sexual orientation or any other consideration made unlawful by federal, state or local laws.  

HARASSMENT 
 

The Company will take all reasonable steps to prevent harassment from occurring. For any 

basis protected by federal, state or local law, the Company will always comply with the law. 

The Company’s anti-harassment policy applies to all employees and any independent 

contractor involved in the operations of the Company and prohibits harassment by any 

Company employee, including supervisors, co-workers and independent contractors.  

 

Employees who believe they have been harassed on the job, including by persons doing 

business with or for the Company, should provide a written complaint to the Supervising 

Team immediately. The complaint should include all details of the incident, names of 

individuals involved and the names of any witnesses. 

OPEN DOOR POLICY 
 

Your thoughtful suggestions for improving the Company’s operations are always welcome. 

You may occasionally have a complaint, suggestion or question about your job, your working 

conditions or the treatment you are receiving. Rather than burdening other employees with 

your concerns, please bring your suggestions, questions and complaints directly to the 

Supervising Team where they will receive our full attention. 
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JOB DUTIES 
 

The Supervising Team will explain your job responsibilities and the standards expected. 

Because flexibility is necessary, your job responsibilities may change at any time during your 

employment. In addition to your regularly assigned job responsibilities and duties, from time 

to time, you may be asked to work on special projects or to assist with other work important 

to the operation of the Company. Your cooperation and assistance in performing additional 

work is expected. The Company reserves the right, at any time, with or without notice, to 

alter or change job responsibilities, reassign or transfer of positions, or assign additional job 

responsibilities. 

WORKING HOURS, LUNCH AND BREAKS 
 

Full-time employees are expected to work four 10 hour shifts per week.  Your starting time is 

7:30 am on the days you are scheduled to work.  You must arrive with all needed items for 

the day and be ready to depart by 7:35 am.  From time to time the Supervising Team may 

provide an earlier or later start time, but you will be notified in advance. You and the crew 

you are working with will be provided with a 30 minute unpaid meal period. You are 

expected to bring your own lunch and beverages with you. Any visits to convenience stores, 

fast food places, restaurants, etc. during working hours should not exceed 30 minutes 

including travel time to the next job site.  Employees are entitled to breaks as necessary to 

use the restroom.  Employees are not entitled to breaks for any other personal business. All 

non-work related business, including smoking, must be taken care of during employee’s 30 

minute lunch break or during a bathroom break. Employees are expected to locate public 

restroom facilities near the job site or along their regular route in order to minimize 

disruption of their schedule. 

OVERTIME 
 

Employees may elect, but are not required, to work in excess of 40 hours per week.  Please 

address all questions about compensation for overtime to the Supervising Team. 

TIMEKEEPING 
 

Upon arrival at the business location, you are required to clock in at the time clock as well as 

write down your arrival time on your work record. Upon arriving back to the business 
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location at the end of the work day, you are required to clock out at the time clock as well as 

write down your ending time on your work record.  

 

If special scheduling circumstances prevent you from clocking in or out at the time clock at 

the business location, please contact your Supervising Team for instructions for clocking in 

and/or out remotely.  

PAYMENT OF WAGES 
 

Paychecks are issued every Wednesday and payment for work performed occurs two weeks 

in arrears.  For example, an employee will receive pay for hours worked between Monday, 

April 1st and Friday, April 5th on Wednesday,  April 17th and so on.  The Company does not 

permit advances against paychecks. 

PERFORMANCE EVALUATIONS 
 

Your first performance evaluation will be made after approximately 30 days.  After the 

review, you will receive performance reviews as deemed necessary by the Company. 

Increases in pay, if merited by your performance, are solely within the discretion of the 

Company and depend upon many factors in addition to your individual performance. 

VOLUNTARY TERMINATIONS 
 

If you decide to leave your employment with the Company, we ask that you give at least two 

weeks written notice to the Supervising Team.  All property owned by the Company (shirts, 

hats, credit cards, etc.) must be returned at the time of termination. 

CONDUCT 
 

It is not possible to list all the forms of behavior that are unacceptable in the work place, but 

the following are some examples of conduct that will not be tolerated and may result in 

disciplinary action, including termination of employment: 

 

- Theft of company property 

- Disregard for the security of company property or client property 

- Falsification of time keeping records 
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- Possession, distribution, sale, transfer, use or being under the influence of alcohol, 

controlled substances or illegal drugs during work hours 

- Fighting or threatening violence 

- Boisterous, disruptive or dangerous behavior 

- Negligence that leads to destruction of company property or client property 

- Insubordination or disrespectful behavior 

- Violation of safety and health rules of the Company 

- Smoking on company or client property 

- Sexual or other unlawful harassment or discrimination 

- Possession of dangerous or unauthorized materials such as explosives or firearms 

- Excessive tardiness or absenteeism 

- Violation of any state, local or federal laws 

 

This statement of prohibited conduct does not alter the Company’s policy of employment at 

will. 

ZERO TOLERANCE: DRUG AND ALCOHOL 
 

For your own safety and the safety of others, possession, use or being under the influence 

of alcohol or illegal drugs or a prescribed controlled substance while on the job is prohibited. 

Driving a company vehicle or your own vehicle for company related matters while under the 

influence of drugs or alcohol or a prescribed controlled substance is prohibited. Any 

violation of these standards of conduct will result in immediate termination and the 

Company has the right to bring the matter to the attention of the appropriate law 

enforcement authorities.  

PUNCTUALITY AND ATTENDANCE 
 

Unreliable employees affect the morale of the entire Company.  For this reason, employees 

are expected to report to work every day as scheduled, on time and prepared to work their 

full 10 hour shift. Employees are expected to remain at work for their entire work schedule, 

except for 30 minutes for lunch and brief bathroom breaks. If you are unable to report to 

work for a scheduled shift, are going to be late, or know that you will need to end your shift 

early for some reason, you must notify the Supervising Team as soon as possible, preferably 

at least one hour before your scheduled start time.  
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Employees are generally scheduled for four 10 hour work days per week with some 

exceptions.  Employees are expected to schedule all personal appointments on non-working 

days or after their scheduled shift ends.  Excessive tardiness or absenteeism excused or not, 

will not be tolerated.  

 

Except in the case of a true emergency, if you fail to report to work for a scheduled shift 

without making any attempt to notify the Supervising Team the Company reserves the right 

to assume that you have abandoned your job and have voluntarily terminated your 

employment with the Company.   

DRESS CODE 
 

Upon starting employment with the Company you will be provided with company shirts 

which shall be worn at all times. You must provide your own pants or modest length shorts. 

Your pants or shorts cannot have noticeable stains, tears or holes. You must also wear 

closed toed shoes. Shirts should be tucked in and midriffs covered at all times and your 

clothing should be washed and clean when working. Address any questions regarding this 

policy to the Supervising Team. 

WORKERS COMPENSATION  
 

Because many positions are seasonal, the Company will evaluate workers’ compensation 

claims in late fall based on the weather and the current and forecasted availability of work.  

Employees are expected to continue to report to work for their scheduled shifts unless 

notified otherwise by the Supervising Team. Any employee declining available work will have 

their claim denied as required by state law.    

BUSINESS LOCATION 
 

All employees are responsible for the organization and neatness of the shop area. All 

garbage should be thrown away daily, all tools and parts should be placed in proper 

designated locations and the shop should be locked and secure at the end of each business 

day. Employees should allow a small window of time at the end of each shift to address 

these items and make sure everything is organized and ready for the next shift. The key to 

the back door is stored in a lockbox.  Please contact the Supervising Team for the location 

and current code to the lock box.  The back door must be locked and the key returned to the 
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lockbox at the end of each business day.  Please let the Supervising Team know immediately 

if the lock box is malfunctioning or if the key is missing. 

 

Employees are instructed to park along the north and south sides of Contractors Street 

across from the business location.  Do not park in front of the mailboxes. Please do not park 

your own personal vehicle in a location that could disrupt the access for trucks and trailers. 

 

The Company reserves the right to designate certain days for the complete cleaning of the 

shop, trucks and trailers.   This will be on working time and the Supervising Team will let you 

know in advance when these days will occur and what tasks your crew has been given to 

perform. 

 

There are designated areas where safety glasses, hearing protection and first aid kits are 

available and fully stocked inside the shop area. Become familiar with these locations and 

always use the first aid kits when necessary. 

 

From time to time food and beverages will be made available at the shop.  Unless an item is 

otherwise marked, these are intended as a treat for everyone so please help yourself! 

TRUCKS 
 

Currently the Company has several vehicles that are used for providing our services. These 

trucks range from small pick-up trucks to large dump trucks. 

 

These company vehicles are only to be used for Company business unless otherwise given 

permission by the Supervising Team. 

 

All company vehicles will be properly maintained for safety and appearance by all 

employees. Each crew will be responsible for maintaining the truck that they use on a 

regular basis. This will include cleanliness inside the vehicle, the outside of the vehicle, as 

well as making sure all fluids are properly topped off, tires have proper amount of pressure.  

Employees should allow a small window of time at the end of each shift to address these 

items and make sure everything is working and ready for the next shift.  If anything is in 

need of repair (breaks, oil change, etc.) then the employee must notify the Supervising 

Team immediately. 

 



11 
 

All employees who drive company vehicles must have a valid driver’s license. All employees 

must wear their seat belts at all times and obey all traffic laws without exception. Employees 

who drive company vehicles are expected to always drive cautiously and courteously. 

 

Every company truck is equipped with a first aid kit. Make sure the first aid kit is always 

properly stocked with needed supplies.  If additional supplies are needed, or if the first aid 

kit is missing, please notify the Supervising Team. 

 

Every company truck is equipped with a fire extinguisher.  If the fire extinguisher is missing, 

please notify the Supervising Team. 

 

If there is an accident involving a company vehicle, it must be reported immediately to the 

Supervising Team. All vehicle registration and insurance information is located in an 

envelope in the glove compartment of the vehicle. There is also a traffic accident checklist 

available.  If a vehicle’s registration, insurance information or traffic accident checklist is 

missing, please notify the Supervising Team in writing. 

TRAILERS 
 

The company has several trailers that range in size and type, some open trailers, others 

enclosed. 

 

These company trailers are only to be used for Company business unless otherwise given 

permission by the Supervising Team. 

 

All company trailers will be properly maintained for safety and appearance by all employees. 

Each crew will be responsible to maintain the trailer that they use on a regular basis. This will 

include cleanliness inside the trailer, the outside of the trailer, as well as making sure tires 

have proper amount of pressure.  Employees should allow a small window of time at the end 

of each shift to address these items and make sure everything is working and ready for the 

next shift.  If anything is in need of repair (lights, tires, gates, etc.) then the employees must 

notify their Supervising Team immediately. 

 

When hooking up trailer to a truck, make sure everything is attached properly, including 

chains, light cables and the ball is secured properly. If you have any questions or are 

concerned about the proper way to attach a trailer please ask your Supervising Team for 

additional instruction. 
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When hauling a trailer, make sure the trailer itself and all loads are secure and safe. 

EQUIPMENT 
 

The Company has a wide variety of equipment, including different sized lawn mowers, hand 

held equipment, blowers, chain saws and more. 

 

It is imperative that all equipment is handled with the utmost care. Safety is the first priority 

when handling equipment. Second to safety is the care and well-being of each piece of 

equipment. Employee negligence that leads to the damage of company property will not be 

tolerated. If you have questions about the proper way to use, maintain or secure a piece of 

equipment during transport please notify your Supervising Team. 

 

Do not use equipment until you are certain you know how to start it, stop it, and use it 

effectively and safely.  If you are experiencing any uncertainty, you are strongly encouraged 

to ask for assistance from your crew leader or Supervising Team. 

 

All equipment must be maintained on a regular basis. Employees should allow a small 

window of time at the end of each shift to address equipment maintenance. If you notice a 

piece of equipment is not operating correctly, notify the Supervising Team immediately. 

 

All equipment should be kept clean. Oil levels should be checked regularly. 

 

The Company strives to keep spare equipment maintenance supplies on hand. If supplies are 

running low and something needs to be ordered, please notify the Supervising Team in 

writing with as much detail as possible about the part required. 

SAFETY 
 

Our company is very serious about providing a safe working environment for our employees 

and those we work with. 

 

First and foremost, if there is a serious accident or a dangerous situation, do not hesitate – 

call 911 immediately. 

 

Employees will receive informational safety bulletins and worksheets on a weekly basis.  It is 

important that you read, sign, and date these sheets and return them to the Supervising 
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Team. From time to time employees may also be required to view safety and training videos. 

If you have any questions about a safety bulletin or video please do not hesitate to ask the 

Supervising Team. 

 

Any and all accidents, injuries and illnesses must be reported immediately to the Supervising 

Team so that proper care can be provided and an assessment of the injury/accident can be 

made. 

 

If you ever feel a safety issue exists, please report it immediately to the Supervising Team so 

a change can be made to the situation. 

 

Be aware of your surroundings and work cautiously to avoid harming or injuring others 

around you. 

 

While working with engine powered equipment, all employees must wear protective eye 

and ear protection – no exceptions. These safety materials will be provided for you. If you 

are unable to located them, or if supplies are running low, notify the Supervising Team 

immediately. 

 

Make certain you use proper lifting techniques and never lift anything that requires more 

than one person to lift. 

 

We recommend all employees wear sunscreen protection and bring plenty of water to avoid 

dehydration.  

  

Never put yourself or another employee in a dangerous working situation. Consult the 

Supervising Team if you feel that something needs done but could be dangerous to perform. 

DEALING WITH CLIENTS AND THE PUBLIC 
 

Please keep in mind that you are a representative of our company.  It is imperative that you 

treat clients and their property (including their children and pets) with the utmost respect.  

When you are working in the field it is necessary that you are polite and professional at all 

times. When a client wants to speak with you, turn off all equipment and remove ear and 

eye wear. Never argue with a client. Listen to their complaint and assure them it will be 

reported immediately. If a client asks a question you cannot answer or do not feel 

comfortable answering, refer them to the office phone number (208) 331-9007. If someone 

becomes angry or aggressive with you, do not engage in an argument. Apologize, back away 
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and direct them to call the office if they want to speak to someone. If a client becomes 

verbally or physically abusive, or says or does anything that makes you uncomfortable, leave 

the premises and notify the Supervising Team immediately. 

COMMUNICATION 
 

Every day each crew will be provided with a work record that details the work they are 

expected to perform and provides a place for them to record the time spent at a particular 

job. Sometimes these sheets will be detailed and exact, but often there will be additional 

last-minute verbal instructions provided by the Supervising Team.  Employees are 

encouraged to make handwritten notes recording the verbal instruction to insure that the 

additional instructions are not forgotten.  The verbal instructions are as critical as the 

printed instruction on the work records and the employee will be held equally accountable 

for the performance of verbal instructions as printed instructions.   If at any time during your 

work day you are unsure about any instruction, printed or verbal, please contact your 

Supervising Team for clarification.   

 

In addition to telephone calls, texting and emailing, the daily work record provides a 

convenient way for employees to communicate client needs and concerns to the 

Supervising Team.  Please make copious notes about the state of the properties and any 

interactions you may have with the clients on the work records. Please also note any 

problems that arise with the trucks or equipment. At the end of the work day one crew 

member must take a photograph of the day’s work record and text or email it to the 

Supervising Team. The image must be in focus and all text must be readable. This must be 

done daily. 

 

Employees are asked to text or email photos of each other and of client properties to the 

Supervising Team on a regular basis.  Photos may be used for social media, as proof of work 

performed or simply to communicate details about a site that would be cumbersome to 

describe. 

  

Each employee is expected to have a mobile smart phone with mapping capabilities.  If you 

do not have a personal mobile smart phone with mapping capabilities please contact your 

Supervising Team.  Each employee is expected to monitor their mobile phone at frequent 

and regular intervals during work hours for time sensitive work-related communications.  If 

any part of this requirement causes you to incur any additional financial burden please do 

not hesitate to notify the Supervising Team with your concerns. 
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CONTINUING EDUCATION 

The Company strongly encourages employees to continue their learning.  To that end, the 

Company maintains a small library of training manuals (in English and Spanish) located in the 

shop and available for loan to employees. The Landscape Training Manual for Installation 

Technicians, the Landscape Training Manual for Maintenance Technicians, and the Landscape 

Training Manual for Irrigation Technicians can all be used to prepare for the NALP Landscape 

Industry Certified Technician exam if an employee is interested in becoming certified.  The 

Company also owns study materials for the ISA Certified Arborist exam. The Company is 

always willing to discuss reimbursement for job-related continuing education, self-study 

programs and certifications on a case by case basis. 

COMPANY MEETINGS 
 

Company meetings will be held regularly and employees will be notified of the dates and 

times in advance.  All employees are expected to attend the meetings. The meetings will be 

held by the Supervising Team. The meetings will reaffirm our position on safety, quality and 

professionalism. If you have a question or suggestion you can add your input during the 

meeting. We also use the meeting each month to recognize special accomplishments of the 

company and individuals within the organization. These meetings are mandatory and usually 

last 30 minutes. 
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ACKNOWLEDGEMENT AND AGREEMENT 

 
This is to acknowledge that I have received a copy of the Company’s Employee Handbook 
and Operations Manual and I understand that it sets forth the terms and conditions of my 
employment as well as the duties, responsibilities and obligations of employment with the 
Company. I understand and agree that it is my responsibility to read and familiarize myself 
with the provisions of this handbook and to abide by its policies. If I do not understand any 
Company policy or procedure, I understand that I should address any questions to the 
Supervising Team. 
 
I understand and agree that this handbook, in whole or in part, is not a contract of 
employment, nor is it evidence of a contract between the Company and me. 
 
I also acknowledge that, except for the policy of at-will employment and including any 
alternative work schedule agreement, the terms and conditions set forth in this handbook 
may be modified, changed or deleted at any time provided such changes are in writing and 
approved by the Supervising Team.  
 
I also acknowledge and agree that my employment with the Company is seasonal in nature 
and not for a specified period of time and can be terminated or modified at will any time for 
any reason, with or without cause or notice, by the Company.  
 
 
Employee’s Name (printed): _____________________________________________________ 
 
Employee’s Signature: __________________________________________________________ 
 
Date Signed by Employee: _______________________________________________________ 

 
 

PLEASE SIGN AND DATE AND RETURN THIS PAGE TO THE SUPERVISING TEAM.  

THE REMAINDER OF THIS HANDBOOK IS TO BE RETAINED FOR YOUR REFERENCE. 
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