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Employer requirement to provide notice to employees 
Employers with employees working in Washington state must provide the following notice to employees 
who may be eligible for Paid Family and Medical Leave the later of: 

• Five business days after an employee’s seventh consecutive day of absence due to family or
medical leave, or

• Five business days after an employer becomes aware that the employee’s absence is due to family
or medical leave.

Paid Family and Medical Leave 
Statement of Employee Rights 
You may qualify for Paid Family and Medical Leave  
As of Jan. 1, 2020, Washington employees who have worked 820 hours or more in the qualifying period 
and experience(d) a qualifying event have access to Paid Family and Medical Leave.  

Employees who have missed work due to family or medical reasons may be eligible for paid family or 
medical leave for the following qualifications:  

• Care for and bond with a child younger than 18 following birth or placement
• Care for yourself or a family member experiencing a serious health condition
• Certain military-connected events.

Paid Family and Medical Leave requires that you give your employer(s) written notice at least 30 days in 
advance of when you plan to take leave. However, if the reason you need leave was not foreseeable, you 
may notify your employer(s) as soon as possible.  

The Paid Family and Medical Leave Benefit Guide provides information on how to apply for benefits 
and submit weekly claims. It also explains your rights and responsibilities under the law. Download the 
guide at www.paidleave.wa.gov/benefit-guide.  

For more information about how to apply, contact us at 833-717-2273 or visit www.paidleave.wa.gov. 

Important information for when you apply 

Employee name: ________________________________________________________________     Date: _____________________ 

Employer UBI #: _______________________        This employer offers supplemental benefits: Y ________ N ________ 

Note: Except during the waiting week, employees cannot use employer provided paid time off at the 
same time as Paid Family and Medical Leave, unless the employer chooses to offer a “supplemental 
benefit.” Supplemental benefits can be used along with Paid Family and Medical Leave to provide 
additional pay while an employee receives partial wage replacement through Paid Leave benefits. 
Employees may accept or reject supplemental benefit payments. 

Employer signature: __________________________________________     Employer phone number: ___________________ 



Notice to Employees

It’s the law! Employers must post this notice where employees can read it.
(Revised Code of Washington 51.14.100)

If a job injury occurs
Your employer is self-insured. You are entitled to all of the 
bene�ts required by the state of Washington’s workers’ 
compensation (industrial insurance) laws. These bene�ts 
include medical treatment and partial wage replacement 
if your work-related injury or disease requires you to miss 
work. Compliance with these laws is regulated by the 
Department of Labor & Industries (L&I).

What you should do
Report your injury. If you are injured, no matter how minor 
the injury seems, contact the person listed on this poster.

Get medical care. The �rst time you see a doctor, you may 
choose any health-care provider who is quali�ed to treat 
your injury. For ongoing care, you must be treated by a 
doctor in the L&I medical network. (Find network providers 
at www.Lni.wa.gov/FindADoc .)

Quali�ed health-care providers include: medical, osteopathic, 
chiropractic, naturopathic and podiatric physicians; dentists; 
optometrists; ophthalmologists; physician assistants; and 
advanced registered nurse practitioners.

File your claim as soon as possible. For an on-the-job injury, 
you must �le a claim with your employer within one year 
after the day the injury occurred. For an occupational 
disease, you must �le a claim within two years following 
the date you are advised by a health-care provider in 
writing that your condition is work related.

To report an injury:

If you should become injured on the job or 
develop an occupational disease, immediately 
report your injury or condition to the person 
designated below:

Name: 

Phone: 

For additional information or help with a workers’ compensation issue you can contact 
the Ombudsman for Self-Insured Injured Workers at 1-888-317-0493.

Upon request, foreign language support and 
formats for persons with disabilities are available. 
Call 1-800-547-8367. TDD users, call 360-902-5797. 
L&I is an equal opportunity employer.

About required workplace posters 
Go to www.Lni.wa.gov/RequiredPosters

to learn more about workplace posters from 
L&I and other government agencies.

Self-Insurance Section
Department of Labor & Industries
P.O. Box 44890
Olympia WA  98504-4890

On the web: www.Lni.wa.govPUBLICATION F207-037-909  [12-2012]
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Aviso a los empleados

¡Es la ley! Los empleadores deben colocar este aviso en un lugar donde puedan leerlo los empleados.
(Código Revisado de Washington 51.14.100)

Si ocurre una lesión en el trabajo
Su empleador está autoasegurado. Usted tiene derecho 
a todos los bene�cios requeridos por las leyes de 
compensación para los trabajadores (seguro industrial) 
del estado de Washington. Estos bene�cios incluyen 
tratamiento médico y sustitución parcial de su salario si no 
puede trabajar como resultado de su lesión o enfermedad. 
El cumplimiento de estas leyes está regulado por el 
Departamento de Labor & Industrias (L&I).

Lo que usted debe hacer
Reporte su lesión. Si usted se lesiona, aún cuando la lesión 
parezca ser minima, comuníquese con la persona indicada 
en este cartel.

Obtenga atención médica. La primera vez que usted visite 
a un doctor, usted puede escoger a cualquier proveedor de 
cuidado de la salud que esté cali�cado para tratar su lesión. 
Para cuidado continuo, usted debe recibir tratamiento 
de un doctor de la red de proveedores médicos de L&I.  
(Encuentre proveedores de la red en www.Lni.wa.gov/
Spanish/ClaimsIns/Claims/FindaDoc .)

Los proveedores de cuidado de la salud cali�cados 
incluyen: médicos generales, osteópatas, quiroprácticos, 
médicos de naturopatía y podiatría, dentistas, 
optometristas, oftalmólogos, asistentes de doctor y 
enfermeras registradas de práctica avanzada. 

Presente su reclamo lo más pronto posible. Para una lesión 
en el lugar de trabajo, usted tiene que presentar un reclamo 
con su empleador dentro de un año a partir de la fecha en 
que ocurrió la lesión.  Para una enfermedad ocupacional, 
usted tiene que presentar un reclamo dentro de dos años 
después de la fecha en la que un proveedor de cuidado de 
la salud le haya noti�cado por escrito que su condición está 
relacionada con su trabajo.

Para reportar una lesión:

Si sufre una lesión en el trabajo o se 
le presenta una enfermedad ocupacional, 
repórtelo inmediatamente a la persona 
indicada abajo:

Nombre: 

Teléfono: 

Para información adicional o ayuda con un asunto relacionado con la compensación 
para los trabajadores, se puede comunicar con el Ombudsman (defensor) de la sección 

de trabajadores lesionados autoasegurados al 1-888-317-0493.

A petición del cliente, hay ayuda disponible para personas que 
hablan otros idiomas y otros formatos alternos de comunicación 
para personas con discapacidades. Llame al 1-800-547-8367. 
Usuarios de dispositivos de telecomunicaciones para sordos 
(TDD, por su sigla en inglés) llamen al 360-902-5797. L&I es un 
empleador con igualdad de oportunidades.

Información sobre los carteles requeridos 
en el lugar de trabajo

Vaya a www.Lni.wa.gov/IPUB/101-054-999.asp
para aprender más sobre los carteles del lugar de 

trabajo de L&I y de otras agencias gubernamentales.

Self-Insurance Section
Department of Labor & Industries
P.O. Box 44890
Olympia WA  98504-4890

En Internet: www.Lni.wa.govPUBLICACIÓN F207-037-909  [12-2012]
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DRUG & ALCOHOL POLICY 

 

DRUG USE AND ALCOHOL ABUSE 

It is the policy of Esparza Enterprises, Inc., Luis Esparza Services, Inc, Esparza Management and Services, Inc., (hereafter, The 

Company) to prevent problems caused by drug use and alcohol abuse in the workplace, thereby, allowing us to maintain the high 

quality services provided to our clients; assist in protecting property; and assist in providing for the health, safety and security of our 

employees, the employees of our clients and the general public. 

This policy applies to all applicants for employment, temporary employees, part-time employees and regular full-time employees.  

Each applicant for employment agrees to comply with this policy if he or she is employed by the Company.  Each employee agrees to 

comply with this policy by his or her continued employment with the Company.  However, nothing contained in this policy or 

elsewhere shall create an employment relationship for a fixed period of time or modify the existing “at will” relationship between 

the Company and each of its employees. Any employee has the right to voluntarily resign or quit his or her employment with the 

Company at any time, for any reason; and the Company reserves its right to terminate from employment any employee, at any time, 

with or without cause. 

The Company reserves the right to interpret, implement and administer this policy in its sole discretion. 

Prohibited Activities 

1. The use, possession, transportation or sale of ILLEGAL NARCOTICS, ILLEGAL DRUGS, CONTROLLED SUBSTANCES, or drug 

paraphernalia by any employee while on The Company’s premises and or while on any job site of a client is prohibited.  The 

only exception shall be for properly used drugs prescribed by a licensed physician as medication for use by the person 

possessing such substance, and only is such use does not impair the user’s ability to perform his or her job. It is the 

Employees duty to discuss with his/her licensed physician whether or not the drugs prescribed by the licensed physician 

may impede the users ability to perform his/her job and or whether or not the drugs prescribed may impede the users 

judgment needed to perform his/her job. 

2. The MISUSE OF ANY LEGAL DRUG whether prescribed or over the counter is prohibited.  Misuse includes, but is not limited 

to, use or possession of any drug for which an employee does not have a valid prescription, or use or possession of a 

prescribed drug in quantities greater than the amount prescribed.  An employee who either operates or is subject to 

operating a Company motor vehicle, heavy equipment or equipment, or works at a site neat a hazardous or dangerous 

situation.  The employee must report to his or her supervisors prior to such work, if he or she is taking any prescribed drugs 

or over the counter medication.  The employee must also furnish a statement from his or doctor or other qualified health 

care provider that the use of the prescribed drug or medication will not subject the employee or fellow employees to risk of 

injury. 

3. The use, possession, transportation, or sale of ALCOHOL or INTOXICATING beverages while on duty, while on Company 

premises or in any Company vehicle, or while on any job site of a customer is prohibited. 

4. REPORTING TO WORK OR WORKING WHILE IMPAIRED by use of alcohol, intoxicating beverages, illegal drugs, narcotics 

and or a controlled substance is prohibited.  For purpose of this policy, the term “while impaired” shall include, but is not 

limited to, an employee reporting to work or working with alcohol, intoxicating beverages, illegal drugs, narcotics and or a 



controlled substance in his or her system to such an extent that the laboratory conducting a urinalysis and or blood test 

reports a positive test result for any such substance as discussed above in the policy. 

5. FAILURE TO COOPERATE during searches, investigations and testing will result in definitive action by the Company, 

including the possibility of discipline or discharge.  In order to accomplish the purpose of the policy, the Company reserves 

the right to carry out reasonable searches of individual employees and their personal effects when the employees are on 

Company premises or in any Company vehicle, while employees are on duty, or while employees are at a job site of a client.  

Personal effects of employees include, but are not limited to, clothes personal vehicles, baggage, lockers, toolboxes and 

lunch pails.  Searches by the Company may be initiated without prior notice and conducted at times and locations as 

deemed appropriate by the Company.  Employees may be requested to cooperate in ”fit for duty” tests, urinalysis tests, 

and/or blood tests under the conditions and situations discussed above in this policy.  Employees have the right to refuse 

being searched or having their personal effects searched or to cooperate in the requested searches or test; however, 

refusal to permit such searches or to cooperate will result in termination from employment.  

Frequency of Urine and/or Blood Sampling 

The Company reserves the right to require and/or blood sample in circumstances as determined appropriate in its sole discretion 

and to the extent legally permissible.  These circumstances may include, but are not limited to the following: 

1.  All employees, when occupants (whether driver or passenger) in a Company vehicle involved in a vehicle accident, will 

provide a urine sample. 

2. A urine and or blood test sample will be required of all employees involved in an on-the-job accident where there is an 

injury to an employee requiring medical care by a physician or hospital. 

3. The Company will require urine and or blood test samples when it determines, in its sole discretion, that reasonable 

suspicion, other that the above conditions, exists and there is reasonable suspicion that an employee or employees are 

engaged in activities prohibited by this policy.  Reasonable suspicion includes, but is not limited to, any one or more of the 

following circumstances: 

a.  Report of unsafe working conditions as a result of possible drug or alcohol use on Company premises, any work 

premises and/or prior to reporting to work. 

b. Positive lab test reports of an employee tested by a client. 

c. High individual accident experience, excessive absenteeism, observed erratic behavior or impairment and/or 

deteriorating job performance as determined by the Company. 

d. An on-the-job accident or “near miss” which is unexplained and has suspicious circumstances, or where there was 

significant property damage, or the potential for significant property damage or serious personal injury, as determined 

by the Company. 

e. A determination that further testing is necessary during the course of a “fit for duty” test consisting of observance 

and/or measurement of physiological responses or motor skills of an employee by trained personnel. 

f. All Worker’s Compensation reported claims. 

4.  Each new applicant for employment must undergo a drug a drug and alcohol test and must pass each test with a negative 

finding. 

Notwithstanding anything to the contrary herein, the Company reserves the right to not require any tests in any circumstances, 

including, but not limited to, personal injury, death or property damage involving third parties. 

DISCIPLINARY ACTION FOR DRUG OR ALCOHOL ABUSE 

Any employee determined by the Company to have engaged in any of the prohibited activities set forth in this policy, without an 

explanation satisfactory to the Company, will be subject to disciplinary action up to and may include immediate termination from 

employment. 
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NO WEAPONS AT WORK POLICY 
 

Esparza Enterprises, Inc., Luis Esparza Services, Inc., and Esparza Management Services, Inc., (hereafter, 

Company) will not tolerate weapons anywhere on Company Property and or on Client’s Property, including 

weapons brought in vehicles parked on Company Property, and vehicles parked on Client’s property.  

Possession of firearms, explosives, knives, whether concealed or openly carried, and any other items whether 

concealed or openly carried, that may be considered a weapon, are not allowed at work, on Company Property, 

in Company Cars, in Company Trucks, and or at Company’s Client’s Property/Properties.  The only exception 

to this No Weapons At Work Policy, is knives and tools that are required to be used for the work duties being 

performed at work. 

 

Your failure to comply with this No Weapons At Work Policy will lead to immediate discipline, which may 

include immediate termination.   

 

 



 
 

SECURITY RULES 

 

You agree to follow and comply with the following safety rules. 
 

1.  It is required to comply with all the safety rules. 

2.  Do not operate any machine until you have been trained. 

3.  Make sure everyone is safe before starting the machine. 

4.  Only employees who have been trained and designated by the Employer may drive and operate machine.  No one else is allowed         

to ride along, operate or drive the machine. 

5.  If you do not know how to accomplish an assignment or how to operate a machine, please ask the crew leader before starting. 

6.  It is not permitted to say cruel jokes, engage in fights or spread rumors about others. 

7.  No horse playing among the group. 

8.  Please report all accidents to your crew leader, even if it was a small injury. 

9.  Report to the crew leader all the tools or equipment that is damaged so it may be repaired or replaced 

10.  Do not lift heavy items.  Please ask for help. 

11.  Lift with your knees, not with your back.  Keep the load close to your body. 

12.  Do not litter on streets or fields.  Please use the given receptacles. 

13.  Do not carry knives to cut or harvest in your pocket.  Use the knife cover or leave them at the job site. 

14.  Do not use broken ladders or insecure and unstable ladders. 

15.  Face forward when going up or down a ladder. 

16.  Read and know the rules to operate the agricultural tractors. 

17.  Use orchard ladders or light weight ladders when working in a soft territory. 

18.  Do not use domestic or provisional ladders. 

19.  Make sure that the ladder is placed at a right angle before you use it. 

20.  When working on top of the trees, be extra careful with the electricity wires above you. 

21.  When you cut a branch, be sure not to cut the one where the ladder is leaning, make sure it is clear underneath. 

22.  Do not travel on top of a load or the back of the truck and do not hang your legs on the sides of the truck. 

23.  Do not stand by the equipment or by the trucks.   

24.  The floor or the fields can be slippery.  Do not run. Be careful where you are stepping. 

25.  When you drive substances or chemicals, make sure that you were given the instructions and use the proper equipment that it is 

provided.  Be very careful. 

26.  When you use any type of equipment, like machinery, irrigation pipes or poles, please stay at least 10 feet away from electrical 

poles. 

27.  When cutting branches, throw them to the side.  Do NOT throw them to or at others. 

28.  Do NOT stretch to reach any product. 

29.  Always use the proper protective equipment when provided.  (Ex. Gloves, hats, outfits, knives) 

30.  It is suggested that you wear a hat on a hot day. 

31.  All drivers are required to make sure that their loads are secure and safe. 

32.  All pesticides and toxic materials must be stored, locked and only used under specific instructions. 

33.  It is not permitted to smoke while filling the machine with fuel. 

34. It is not permitted to use alcoholic beverages or drugs.  If you appear at work being under the influence of any substance you will 

be sent home and may have your employment terminated immediately. 



 
 

GOOD AGRICULTURAL & MANUFACTURER PRACTICES POLICY 

 

Worker hygiene and sanitation practices during production, harvesting, sorting, packing and transport, play a critical role 

in minimizing the potential for contamination of fresh produce.  As an Employee of Esparza Enterprises, Inc., Luis Esparza 

Services, Inc., Esparza Management & Services, Inc. (hereafter, “The Company”) you are to take a proactive role in 

minimizing food safety hazards potentially associated with fresh produce.  The Company has adopted the following Safe 

Practices listed in the Good Agricultural & Manufacturer Practices Policy (hereafter, “Policy”), to partner with our Clients 

in our mutual goals of making sure that the produce is safe from field to table. 

SAFE PRACTICES 

1.  Employees must maintain a food personal cleanliness and clothing work must be clean. 

2. Jewelry and objects that can fall into the product are not allowed, unless the item is work for religious 

reasons, approved by management, and covered and secured completely. 

3. No body piercing or jewelry is allowed 

4. No items shall be attached to clothing, or dangling from shirt pockets, pant pockets or belts.  Company cell 

phones and Company radios are to be secured. 

5. Sandals, open toed or open heeled shoes are not allowed. 

6. Shirts must fully cover the underarms and must fully cover the midriff. 

7. Shorts are not allowed. 

8. Hair pieces, fingernail polish/paint, fake eyelashes and fake fingernails are not allowed. 

9. Must wear, where appropriate,  

10. Must wear, where appropriate, in an effective manner, clean gloves for handling of the produce.  Must 

replace all damaged or soiled gloves. 

11. Ask your crew boss where your personal belongings can be stored, and only store personal belongings in 

that/those areas, as personal belongings should never come into contact with the machinery, equipment, 

tools or the product. 

12. Properly equipped, sanitized and clean toilet facilities to include toilet paper, clean and sanitized hand 

washing stations equipped with a basin, water, anti-bacterial liquid soap, single use paper towels and a 

waste container are provided for your use.  Immediately report any missing supplies to the crew boss for 

immediate re-stocking. 

13. Frequent have washing is to be done at the hand washing stations before and after: you begin work, you 

end work, your breaks, you eat, you drink, you sneeze you cough, use the toilet facilities and every time your 

hands get soiled. 

14. When washing your hands use the water and the liquid anti-bacterial soap.  Thoroughly scrub your hands, 

fingers, in between fingers and fingernails for at least 45 seconds, and then rinse your hands to get the soap 

residue off, and then dry your hands with the single use paper towels and dispose of the single use paper 

towel in the waste container. 



15. Urinating, defecating, spitting and blowing your nose in the field or in the warehouse is not allowed. 

16. Chewing gum, smoking, chewing tobacco and tobacco products are not allowed in the fields or warehouse. 

17. Food preparation and eating in the fields, next to the harvesting equipment and in the warehouses is not 

allowed.  Ask your crew boss for the designated areas for eating. 

18. Unprotected sneezing and coughing is not permitted in the fields or in the warehouses. 

19. Employees must report any active case of illness, jaundice, fever, sore throat with a fever, Hepatitis A, 

aliments, diarrhea, vomiting, boils, sores, infected wounds, lesions containing pus, incidents of bleeding and 

other communicable diseases to their crew boss before beginning work.  If symptoms appear while working, 

employees must immediately report the symptoms to the crew boss. 

20. Because communicable diseases can be spread many difference ways, and because body pars with 

communicable diseases that come into contact with fresh produce increases the risk of contaminating the 

fresh produce, any employee by medical examination, personal acknowledgment or supervisory 

observation, that is show to have, or appears to have and illness, jaundice, fever, sore throat,  with a fever, 

Hepatitis A, ailments, diarrhea, vomiting, boils, sores, infected wounds, lesions containing pus, incidents of 

bleeding and other communicable diseases, are excluded from work, without pay, until the health condition 

no longer exists, and that employee may have to undergo a fit for duty with the Industrial 

Physician/Industrial Medical Clinic, before returning to work. 

21. Immediately report to crew boss any presence of human or animal fecal matter and urine. 

22. Immediately report to crew boss any unusual or bad smelling odors. 

23. Immediately report to crew boss any evidence of animals, including mammals, flocks of birds, reptiles, 

rodents and insects. 

24. Immediately report to crew boss any dead or trapped animals including mammals, birds, reptiles, rodents 

and insects. 

25. Warehouse, field and harvesting machinery and equipment such as knives, scissors, clippers, tables, baskets, 

packaging materials, brushes, buckets and other equipment must be used appropriately and kept clean and 

sanitized. 

26. Only use harvesting containers for carrying the harvest product.  Never use harvesting containers for any 

other purpose. 

27. Immediately report all product exposed to unsanitary conditions to your crew boss that the crew boss can 

properly dispose of the potentially contaminated produce. 

28. Glass is prohibited in the fields and in the warehouses. 

29. Keep working area clean, sanitary and in order. Visually free of dust, dirt, food residues, waste litter 

improperly stored garbage and other debris. 

30. Always follow the Growers instructions on ticketing and labeling the produce. 

I understand that my failure to be in full compliance with this Policy, will lead to disciplinary consequences, which may 

include immediate termination of employment with The Company. 



 
 

 

NO WORKING BEFORE SHIFT POLICY 
 

Esparza Enterprises, Inc., Luis Esparza Services, Inc., Esparza Management & Services, Inc., (Hereafter, 

“The Company”).  As your employer, it is The Company’s desire and goal to make sure that we comply 

with all rules, laws, and ordinances that govern wage and hour matters, and as such, we have made this 

policy of No Working Before Shift (Hereafter, “The Policy”) to make sure that you will comply with The 

Policy. 

 

Your Crew Boss will advise you of your start shift time and you are NEVER TO WORK BEFORE YOUR 

START SHIFT TIME.  Some examples of working before your start shift time are stated below, however, 

this is not an exhaustive list and there may be other examples that also apply to this policy. 

 

No employee is allowed to: 

 

• Work before the shift starts. 

• Work after the shift ends. 

• Work during breaks including meal periods 

• Prepare for any work before the shift starts. 

• Prepare any equipment before the shift starts. 

• Prepare any personal protection equipment before the shift starts. 

• Put on outside coveralls before the shift starts. 

• Put on boots before the shift starts. 

• File and or sharpen knives, tools, or other instruments before the shift starts. 

• Put on knee pads before the shift starts. 

• Carry any tools before the shift starts 

 

No work or preparation for work is to be done outside of the work shift.  Every employee must comply with 

these requirements and any employee who fails to do so will be subjected to disciplinary measures, which 

may include immediate termination of employment. 

 

 



 

 

ATTENDANCE POLICY 

Objective 

The purpose of this policy is to set forth Esparza Enterprises' policy and procedures for 

handling employee absences and tardiness to promote the efficient operation of the 

company and minimize unscheduled absences.  

Policy 

Punctual and regular attendance is an essential responsibility of each employee at 

Esparza Enterprises. Employees are expected to report to work as scheduled, on time 

and prepared to start working. Employees also are expected to remain at work for their 

entire work schedule. Late arrival, early departure or other absences from scheduled 

hours are disruptive and must be avoided. 

This policy does not apply to absences covered by the Family and Medical Leave Act 

(FMLA), California Family Rights Act (CFRA), Fair Employment and Housing Act 

(FEHA), or leave provided as a reasonable accommodation under the Americans with 

Disabilities Act (ADA). These exceptions are addressed in current law. 

Absence 

 

"Absence" is defined as the failure of an employee to report for work when they are 

scheduled to work. The two types of absences are defined below: 

▪ Excused absence occurs when all the following conditions are met: 

▪ The employee provides to their supervisor sufficient notice at least 48 hours in 
advance of the absence. 
 



▪ The absence request is approved in advance by the employee's supervisor. 
 

▪ The employee has sufficient accrued sick pay to cover the absence. 

▪ Unexcused absence occurs when any of the above conditions are not met. If it is 
necessary for an employee to be absent or late for work because of an illness or 
an emergency, the employee must notify their supervisor no later than the 
employee's scheduled starting time on that same day. If the employee is unable 
to call or email their supervisor, they must have someone else make the call or 
email on their behalf. 

An unexcused absence counts as one occurrence for the purposes of discipline under 

this policy. 

Employees with three or more consecutive days of excused absences because of 

illness or injury must give Esparza Enterprises proof of physician's care and a fitness for 

duty release prior to returning to work. 

Employees must take earned sick time for every absence unless otherwise allowed by 

company policy (e.g., leave of absence, bereavement, jury duty). 

Tardiness and Early Departures 

Employees are expected to report to work and return from scheduled breaks on time. If 

employees cannot report to work as scheduled, they must notify their supervisor no later 

than their regular starting time. This notification does not excuse the tardiness but 

simply notifies the supervisor that a schedule change may be necessary. 

Employees who must leave work before the end of their scheduled shift must notify a 

supervisor immediately. 

Tardiness and early departures are each one-half an occurrence for the purpose of 

discipline under this policy. 

Paid Holidays 

Any non-exempt employee who does not report for work duty one day before or one day 

following a paid company holiday will be excluded from receiving pay for the paid 

holiday. 

Disciplinary Action 

Excessive absenteeism is defined as two or more occurrences of unexcused absence in 

a 30-day period and will result in disciplinary action. Eight occurrences of unexcused 

absence in a 12-month period are considered grounds for termination. 



 

Job Abandonment 

Any employee who fails to report to work for a period of three days or more without 

notifying their supervisor will be considered to have abandoned the job and voluntarily 

terminated the employment relationship.  

 

I have read this policy and agree to fully comply with and abide by it. 

 

________________________ 

Date  

 

 

_________________________________ 

Employee Signature 

 

 

________________________________ 

Employee Name 
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WARNING ON TRANSPORTATION 

 

I understand that my boss and or employer are not responsible to take me to and from work.  

Any arrangements that I have with the other employees or supervisors exist between those 

individuals and me.  I understand that the company does not promote and discourages such 

adjustment of transportation or methods of transportation. 

 

I understand that the company does not require me to ride with another employee to get to and 

from work.  I understand that if any employee, lead person or supervisor or a company 

representative tells me that may job depends on providing transportation against my will, I am 

able to report it to the company.  I am not required to travel nor pay transportation as a 

condition of my job. 

 

I have read and understand this warning on transportation. 

 

 

 



_______________________________________________________________________________________________ 
3851 Fruitvale Ave. Bakersfield, CA 93308       Ph: 661-831-0002        Fx: 661-831-0040         Web: www.esparzainc.com   

     

 
 

 

 

PAID SICK LEAVE POLICY 
 

Qualifications: An employee qualifies for paid sick leave by working for an employer on or after January 1, 

2015, and by satisfying a 90-day employment period before an employee can take any sick leave. 
 

Accrual: Starting July 1, 2015, employees will earn one hour of paid sick leave for every 30 hours worked, up 

to a maximum of 6 full sick days, or 48 hours in a single year for (8 Hour shift work) or 51 hours in a single 

year for (8.5 hour shift).  An employee may not take more than 24 hours or three days (for 8 hour shift work) or 

25.5 hours or three days (for 8.5 hours shift work) of sick leave in each year of employment.  After 12 months 

any unused accrued sick leave will carry over to the next year but will have a cap at 48 hours (6 days) for (8 

hour shift work) or 51 hours for (8.5 hour shift work). 

 

Usage: You can take paid leave for you or a family member for preventive care or care of an existing health 

condition or for specified purposes if you are a victim of domestic violence, sexual assault, or stalking.  Family 

members include the employee’s parent, child, spouse, registered domestic partner, grandparent, grandchild, 

and sibling.  Preventive care would include annual physicals or flu shots.  For partial days you are required to 

take at least two hours of leave. To request sick leave, you must either: 

 

• Submit the request in writing to your crew boss or supervisor before a scheduled appointment 

• Verbally by phone to your crew boss or supervisor in the case of an emergency 

 

 

Unused sick leave will be forfeited upon termination, unless an employee is rehired within 12 months of 

termination, in which case the amount of unused sick leave accrued at the time of termination will be reinstated.   

 

SEE BOTTOM OF PAYCHECK STUB FOR 

SICK LEAVE HOURS ACCRUED AND AVAILABLE 
 

 



POLICY AGAINST UNLAWFUL HARASSMENT
 
 
In accordance with applicable law, Esparza Enterprises, Inc./Luis Esparza Services, Inc. ("Company") prohibits
sexual harassment and harassment because of race, color, national origin, ancestry, sex (including gender identity
and pregnancy), religion, creed, physical and mental disability, medical disability, medical condition marital status
(including registered domestic partner status), sexual orientation, age, or any other basis protected by federal, state
or local law including harassment of employees, independent contractors and business representatives. All such
harassment is unlawful and will not be tolerated. The Company is committed to taking all reasonable steps to
prevent harassment from occurring. Any employee, including a supervisor or manager, who engages in unlawful
harassment will be subject to discipline, up to and including immediate termination. In addition, any person who
engages in, or is accused of, unlawful harassment, may be suspended and required, at the Company's discretion,
to remain off Company premises pending the outcome of an investigation.
 
 
a. Unlawful Harassment Defined
 
Unlawful harassment includes conduct that is (1) unwelcome; (2) related to a protected category identified in the
paragraph above; (3) offensive to the recipient and to a reasonable person; and (4) severe or persuasive so that
the conduct unreasonably interferes with the employee's work performance or creates an intimidating, hostile or
offensive work environment. If the conduct is related to a protected category, then the following might constitute
unlawful harassment; jokes, graffiti, comments, stories, photographs, gestures, e-mail, written materials, threats of
job detriment, or actual changes to an employee's compensation, workload or assignments. Harassment can be in
the form of verbal conduct such as vulgar remarks, ethnic jokes, and threats of physical harm. Harassment may be
in the form of physical conduct such as inappropriate touching, blocking of movement, vulgar gestures, hitting,
shoving, or other physically threatening conduct such as including an individual's personal space.
 
The Company prohibits unlawful harassment of employees, applicants, and independent contractors by non-
employees. Should you believe you are being unlawfully harassed by a customer, vendor or other person not
employed by Esparza Enterprises. Inc./Luis Esparza Services, Inc., immediately bring your concern to the attention
of the Company. Immediate and appropriate corrective action will be taken.
 
 
b. Sexual Harassment Defined
 
Sexual harassment is defined as unwanted sexual advances, requests for sexual favors or visual, verbal, or
physical conduct of a sexual nature when; (1) submission to such conduct is made a term or condition of
employment, or (2) submission to or rejection of such conduct is used as a basis for employment decisions
affecting the individual; or (3) such conduct has the purpose or effect of unreasonably interfering with an
employee's work performance or creating an intimidating, hostile or offensive working environment.
 
Sexual harassment also may be defined as unwanted sexual advances or visual, verbal, or physical conduct of a
sexual nature, this definition includes many forms of offensive behavior. The following is a partial list:
 

• Unwanted sexual advances. 

• Offering employment benefits in exchange for sexual favors.

• Making or threatening reprisals after a negative response to sexual advances.

• Visual conduct: leering, making sexual gestures, displaying sexually suggestive objects or pictures,
cartoons or posters.

• Verbal conduct: making or using derogatory comments, epithets, slurs, sexually explicit jokes,
comments about an employee's body or dress.

• Verbal sexual advances or propositions.

 

 

  



• Verbal abuse of a sexual nature, graphic verbal commentary about an individual's body, sexually
degrading words to describe an individual, suggestive or obscene letters, notes or invitations.

• Physical conduct including touching, assaulting, impeding or blocking movement.

• Favoritism toward employees who engage in consensual romantic or sexual relationships with their
supervisor may, in some situations, create a hostile environment for other employees. A romantic
relationship between a supervisor and subordinate will, in most instances, be a violation of
Company Policy regardless of whether or not it creates a hostile environment for other employees.

 
It is unlawful for males to sexually harass females or other males, and for females to sexually harass males or other
females. Sexual harassment on the job is unlawful whether it involves coworker harassment, harassment by a
supervisor or manager, harassment by or of independent contractors of Esparza Enterprises, Inc. or Luis Esparza
Services, Inc., or by or of persons doing business with or for the Company.
 
The Company prohibits unlawful harassment of employees, applicants and independent contractors by non-
employees. Should you believe you are being sexually harassed by a customer, vendor or other person not
employed by Esparza Enterprises, line, or Luis Esparza Services, Inc., immediately bring your concerns to the
attention of the Company. Immediate and appropriate corrective action will be taken.
 
 
c. REPORTING PROCEDURE REGARDING UNLAWFUL DISCRIMINATION AND
UNLAWFUL HARASSMENT
 
Esparza Enterprises, Inc. [Luis Esparza Services, Inc. Agency's reporting procedure with respect to all complaints
of unlawful discrimination or unlawful harassment provides for an immediate, thorough and objective investigation,
appropriate disciplinary action against one found to have engaged in prohibited conduct, and appropriate remedies
to any victim of discrimination or harassment. An employee may have a claim of discrimination or harassment even
if he or she has not lost a job or some economic benefit.
 
If you believe you have been discriminated against or harassed on the job please provide a written or verbal report
to your supervisor or to the Safety/Risk Department at (661) 831-0009 as soon as possible. You may report your
concerns to any management level employee if you are uncomfortable providing the report to your supervisor.
Supervisors are required to immediately report to the Safety/Risk Department all complaints of discrimination
and/or harassment.
 
The report provided by the employee should include details of the incident(s), the names of individuals involved; the
names of any witnesses, direct quotes when relevant, and any documentary evidence (notes, pictures, cartoons,
etc.). All incidents of unlawful discrimination or unlawful harassment that are reported will be investigated.
 
If the Company determines that unlawful discrimination or unlawful harassment has occurred, the Company will
take remedial action appropriate for the circumstances. Appropriate action also will be taken to deter any future
discrimination or harassment. The results of the investigation will be communicated to the employee who made the
complaint. If a complaint of discrimination or harassment is substantiated, appropriate disciplinary action up to and
including, termination, will be taken.
 
 
d. PROTECTION AGAINST RETALIATION
 
The law also prohibits retaliation against any employee who uses this complaint procedure or who files, testifies,
assists, or participates in any manner in any investigation, proceeding or hearing concerning unlawful discrimination
or unlawful harassment. Any report of retaliatory conduct will be immediately, objectively, and thoroughly
investigated in accordance with the Company's investigation procedure outlined above. If a complaint of retaliation
is substantiated ; appropriate disciplinary action, up to and including termination, will be taken against the person(s)
engaging in the retaliatory conduct.
 
 
e. DISCIPLINARY ACTION AND LIABILITY FOR UNLAWFUL HARASSMENT
 
Any Esparza Enterprises, Inc. /Luis Esparza Services, Inc. Employee, including any supervisor or manager, who is
found to have engaged in unlawful harassment, is subject to disciplinary action, up to and including termination
from employment. In addition, an employee who engages in unlawful harassment may be held personally liable for
monetary damages. The Company will not pay damages assessed personally against an employee for engaging in
unlawful harassment or unlawful retaliation.
 

 

 

  



In addition to the Company's internal complaint procedure, employees should also be aware that the federal Equal
Employment Opportunity Commission (EEOC) and the California Department of Fair Employment and Housing
(DFEH) investigate and prosecute complaints of discrimination and harassment in employment. Employees who
believe that they have been discriminated against or harassed may file a complaint with either of these agencies.
Both the EEOC and the DFEH serve as neutral fact finders and attempt to help the parties voluntarily resolve
disputes.
 
For more information, contact the Safety/Risk Department at (661) 831-0009. You may also contact the nearest
office of the EEOC or DFEH, as listed in the telephone directory.
 
 

ACKNOWLEDGE RECEIPT FORM
 
I acknowledge receipt of the Esparza Enterprises, Inc/Luis Esparza Services, Inc. Sexual Harassment Policy. This
policy has been fully explained and I agree to comply with this policy. I further understand that failure to comply with
this policy will result in disciplinary action, which may include termination.
 

Employee's Name: ORNELAS , PATRICIA Date Jun 10, 2021

Employee's Title: GENERAL LABOR   

Employee's Signature:
 

  

Supervisor: GABRIELA FLORES   

 

 

  



 

 

DISABILITY ACCOMMODATION POLICY 

Purpose/Objective 
Esparza Enterprises is committed to complying with all laws that protect qualified individuals 

with disabilities. When requested, the company will provide a reasonable accommodation for 

any known physical or mental disability of a qualified individual, provided the requested 

accommodation does not create an undue hardship for the company or pose a direct threat to 

the health or safety of others in the workplace or to the requesting employee. 

Eligibility 

This policy applies to all applicants and employees and extends to all aspects of the company’s 

employment practices, including recruiting, hiring, discipline, termination, promotions, transfers, 

compensation, benefits, training, leaves of absence, and other terms and conditions of 

employment. 

Procedures 

To request an accommodation to perform the essential functions of an employee’s job, the 

employee must notify their supervisor AND submit a written request to hr@esparzainc.com or 

to: 

Esparza Enterprises, Inc. 

3851 Fruitvale Ave. 

Bakersfield, CA  93308 

An employee requesting an accommodation should include in the request their suggestion for 

an accommodation. 

Reasonable accommodations may include modification of a work station, change in job duties 

or schedule, reassignment to another position (if available), or time off (with or without pay), 

provided that such exceptions do not pose a direct threat to the health or safety of others in the 

workplace or to the requesting employee. 

mailto:hr@esparzainc.com


Once the company is aware of the need for an accommodation, it will engage with the employee 

in an interactive process to identify possible accommodations. 

Employees are encouraged to use this procedure without fear of retaliation. Employees who 

believe that they have been treated in a manner not in accordance with this policy should notify 

hr@esparzainc.com via mobile text or email. 

 
 

mailto:hr@esparzainc.com
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