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The HR Tool Kit is provided as a resource for you as you solidify the human resources side of your operation.  Policies 
and procedures are a means to let your employees know how to behave and what is expected of them.  They also help 
protect the farm from legal risk.  While this information is meant to be a guide, it is not to be considered legal advice.  In 
situations that require legal guidance, please contact your legal representative.  It is understood that different operations 
may be at different stages of developing their Human Resource (HR) procedures.  With this in mind, review this User’s 
Guide with an eye towards improving your HR function, no matter what stage you may be.

 This User’s Guide will walk you through the basic steps of getting started with key human resource activities.  
Throughout this User’s Guide we will be referencing other materials that can easily be customized to accelerate your 
efforts.  These materials will help you create a safe and consistent work place.  As a result, you will be able to attract, 
motivate and retain the top-performing employees – and your farm will be successful.

  To get started, you will want to focus on five areas:
1. Create and Maintain Personnel Records
2. Create an Employee Handbook
3. Develop Procedures for Recruiting and Hiring the Best
4. Orient New Employees
5. Manage Performance

Step One: Create and Maintain 
Personnel Records
The personnel file serves as the historical record of information about 
employees from the date of hire until they leave your employment.  Various 
federal and state laws require that certain records be kept by an employer.    

Utilize the document Guide: Personnel Records Management for 
supporting detail regarding each of the following tasks.

Establish a “system” for building personnel records 

All files connected with an employee are considered strictly confidential 
and should be maintained in a secured location that is separate from other 
records.   

You can store the following documents in one file folder for each employee.  
You may wish to put each file in the same order for consistency in finding 
information when needed: 

• Employee personal information:  current address, phone number, 
emergency contact information

• Hiring records
• Training records 
• Performance records
• Termination records 

Personnel Records
As a simple audit of your current 
operation, ask yourself these 
questions:

• Do you have personnel files on 
all your employees? 

• Are your personnel files current 
and up-to-date?

• Do you have all the legally 
required documentation? 

• Do you have only the items in 
the files that belong there? 

If you answer no or are uncertain of 
the answer to these questions, you’ll 
want to establish/revise a system for 
handling personnel records.



User’s Guide: Getting Started with the HR Tool Kit  •  2

The following documents related to an individual’s employment must be stored in files separate from the personnel file:
• Medical records
• Equal Employment Opportunity
• I-9 forms  (employment eligibility verification)
• Invitation to self-identify disability or veterans status
• Safety training records

Utilize the personnel records system consistently.
Once you have created a consistent personnel file for each new hire, it is important to utilize your system moving forward 
by filing other new hire documents appropriately.

It is important to remember that all employee files are subject to audits or legal proceedings; thus, it is critical to ensure 
that your personnel files are kept neat and organized, containing only the required documents inside of them.  A good 
practice is to audit the personnel files at least once a year.  

Create and communicate a written personnel records policy.

Adopting a written policy for personnel records will allow supervisors and the human resources department to be 
consistent with maintenance of the records.  It will also allow consistent replies when employees request access to their 
files.  

Advise the management team on their working files.

Supervisors often keep a “working file” or “desk file” on each employee to track work in progress, conduct, and 
performance-related information.  This file is confidential and should be stored in a secure area, preferably in a locked 
drawer.  If any information in the supervisor’s file is to be used as the basis for a timely personnel action (promotion, 
disciplinary action, etc.), the documentation must be in the official personnel file.

While a supervisor’s working file is not considered part of the official personnel file, in the event of an employment-related legal 
action, the working file can become evidence in the case.   A guiding principle is to not include anything in the file that you 
would not want reviewed in a court of law.

Step Two: Create an Employee Handbook
In general, employers are not required by law to issue an employee manual or handbook. The decision is largely a 
practical matter and not a legal one.  Employee handbooks establish uniform, well defined employment policies - the 
hallmark of good employee relations when consistently applied.  

Obviously, an employer need not have an employee manual to have uniform, well defined personnel policies. In practice, 
however, it is the adoption of an employee handbook that creates the uniformity and definition that allows for consistent 
application of the employer’s policies.

Utilize the template Employee Handbook and customize it for your operation.

Resource
Guide to Personnel Records 

Management



As you customize your handbook, focus first on 
these policies:

• Statement of the company’s goals and 
philosophy

• Working hours
• Statement of nondiscrimination
• Procedures and policies for absence 

from work
• Performance evaluation procedures
• Pay periods
• Safety and accident rules
• Use of company property
• Vacation and holiday policies

Once you have documented the areas above, you 
can then choose to add additional information 
specific to your operation.

Step Three: Develop Procedures for Recruiting and Hiring 
the Best
Deciding to hire is a huge undertaking, and 
finding the right person for the role is a critical 
decision for your operation.  Utilize the 
document Procedure Guide for Hiring New 
Employees for supporting detail regarding each 
of the following tasks. It is recommended you 
closely follow these processes to maximize your 
time and this “people investment.”

• Create or update the job description
• Search for / recruit the best
• Screen applicants
• Prepare for interviews
• Interview candidates
• Conduct background checks
• Select the best candidate
• Extend the job offer
• Plan for initial orientation

Recruiting, Hiring & Selection
As an audit of your current operation, ask yourself these 
questions:

• Are you recruiting and selecting the right people? Are 
you aware of the talent and skills needed to move your 
organization forward? 

• Do you know where to find the best candidates for your job 
openings?

• Are you recruiting in a cost effective manner? 

• Are your managers trained in interviewing techniques?

• What kind of compensation plan do you have? 

• Is it motivating your employees? Is it competitive and fair? 

• Is your total compensation attractive enough to retain 
existing people and be an incentive to new people?

• How about your benefits? Are you getting the best 
coverage for your people at a price the employees and the 
organization can afford? 

If you answered no or are uncertain of the answers to these 
questions, you’ll want to develop processes in support of recruiting, 
hiring and selecting the best people for your organization.

Resource
Employee Handbook

Employee Handbook
As an audit of your current operation, ask yourself these 
questions:

• Do you have policies dealing with ADA, EEO, FMLA, 
sexual harassment, workers’ compensation, safety, benefits, 
discipline, etc.?

• Are you in compliance with state and federal regulations? 

• Do you have a working knowledge of employment law as it 
relates to your operation?

• Do you have all the required postings, forms, and 
documentation required by the respective governmental 
agencies? 

• Are all the managers aware of their legal responsibilities 
and liabilities?

If you answered no or are uncertain of the answers to these 
questions, you’ll want to create or enhance your employee 
handbook.

Resource
Procedure Guide for

Hiring New Employees

As you customize your handbook, focus first on 
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Step Four: Orient New Employees
Orientation is the process employees experience when first starting with a 
company. They learn the rules, meet the people, and explore the facilities.  
Here are some considerations for orienting your new team members:

Orient the employee to the company 
• Vision
• Mission
• Goals 

Orient the employee to job expectations
• Job descriptions
• Goals
• Performance appraisal
• Development plans
• Conduct 

Orient the employee to compensation
• Base pay
• Work hours
• Total compensation
• Benefits
• Pay increases

Orient the employee to staff
• Key personnel and places
• Policies and teamwork

Orientation
As an audit of your current operation, 
ask yourself these questions:

• Do you orient a new employee 
to your organization’s vision, 
mission and goals? How well?

• Do you orient a new employee to 
his/her job expectations?  How 
thoroughly?

• Do you orient a new employee 
to his/her compensation? Do 
they understand their total 
compensation including 
benefits?

• Do you orient a new employee 
to his/her new co-workers? Do 
you do this intentionally or by 
chance?

If you answer no or are uncertain 
of the answer to these questions, 
you’ll want to develop a more 
comprehensive orientation process. 

Resource
New Employee Orientation Manual

Step Four: Orient New Employees
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Step Five: Manage Performance
When we speak of performance, we are looking at a broad picture of 
how the individual successfully contributes to the overall success of the 
organization.  Key components for managing performance are listed below.

There are several templates and resources available to you as you mature this 
aspect of your organization.  See the list below.

Create Individual Development Plans (IDPs).
With a job description in hand and the right person in the job, creating an 
Individual Development Plan (IDP) is the next critical step to assuring a 
successful new hire.  An IDP is also important for ongoing development of 
current employees.  A template is available.

Work with the management team on regular coaching 
and feedback, and on preparing for and conducting 
performance appraisals. 
Daily coaching and feedback is necessary for employees to grow in their 
role and responsibilities and to prepare them for future opportunities.

Employee appraisals are based on job descriptions and work performance, 
including progress on an individual development plan.  Wage increases 
may be based upon reviewing these results, as well as factors such as 
dependability, cooperation, attitude, and any disciplinary actions that have 
been taken.  

Utilize progressive discipline.
Progressive discipline is implementing consequences with greater severity if 
the behavior continues, up to and including termination.

Consequences should include items on this list in progressive order of 
severity. In some cases, you don’t need to include every step of the process.

1. Verbal warning
2. Written warning
3. Suspension
4. Demotion

5. Termination

Related forms are available for each step of progressive discipline.

Managing Performance
As an audit of your current operation, 
ask yourself these questions:

• What’s it like working at your 
company? Are people productive 
and motivated?

•  Are you looking at the 
indicators of a productive 
and motivated workforce 
(absenteeism, tardiness, turnover, 
grievances, high workers’ 
compensation rates, poor quality, 
missed deliveries, and poor 
productivity)?

• What about training? Are 
manager’s and employee’s skills 
current? 

• Is training a “way-of-life”? Are 
you growing your people, or do 
you have to go to the outside 
every time you need someone 
with a specialization? 

• Are supervisors effectively 
managing their employees?

• Are managers and employees 
kept informed? Do they 
know what’s going on? Is the 
grapevine the main source of 
communication? What are the 
sources of communication?

If you answered no or are uncertain 
of the answers to these questions, 
you’ll want to develop processes 
to manage performance and 
communications. 

Resources
Employee Handbook

Progressive Discipline Process
On Job Training Package

Human Resources  
Management course

Templates
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