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PURPOSE AND USE OF THIS MANUAL

. PURPOSE

This Personnel Policies and Procedures Manual brings together in a convenient form
personnel policies and procedures which apply to all Hesston Farm Equipment Division
employees.

Every supervisor in the company should have a manual. It is designed to serve as a ready
reference for all supervisors regarding questions on personnel administration.

HOW TO USE THIS MANUAL

For purposes of this manual, a policy is defined as a general statement of the company.
Procedures are specific steps for carrying out the policies.

The area of personnel policies and procedures has been broken down into 15 major
categories to allow an orderly arrangement of material in this manual. Every policy is
labeled with a title and located in one of the 15 major categories. A table of contents

shows which policies are listed in each category and an index provides easy reference.

WHO IS RESPONSIBLE FOR THIS MANUAL

It is the function of the Personnel Department to develop and update these policies and
procedures. Personnel may be assisted by many supervisors who make valuable
suggestions for the implementation and clarification of policies.

It is the responsibility of each supervisor to apply these policies to all employees in a
consistent manner. The Personnel Department will assist supervisors at any time in inter-
pretation or application of these policies and procedures.
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Assistant Treasurer
ROGER BULLER

Dijr. of Manufacturing

JOE BRENNEMAN

Dir. of Engineering
DAVE FRITZ

Vice President -
Product Management
RAY ADEE

Vice President -
General Manager
MAX BENNETT

Dir. of Personnel
SAM ZUERCHER

Controller
DON SCHMIDT

Dir. of Marketing
JIM GAEDDERT

( HESSTON l
CORPORATION
Dir. of Tractor Planning

Hesston Division FRANK CHANDLER
July, 1980
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Employee Comm. Supv.
MICHAEL PATRICK

_l Employee Relations Mgr.

GARY VAN DOLAH o
' Training Supv.
R

AY PEIRCE

Personnel Counseling Mg;,
RICH HUXMAN |

Safety Manager Medlical Supervisor
| KENNY MILLER BRENDA LAUGHLIN

Director of Personnel
SAM ZUERCHER

Employment Mgr.
PETE FLAMING

Print Shop Supv.
GARY BLANKENSHIP

Office Services &
Grounds Maint. Supv.
WALDEAN WEDEL

PERSONNEL & ADMINISTRATIVE
SERVICES

July, 1980
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Product Manager
ED BURROWS

Forage

Product Manager
DENNIS MAIER

Tillage
StakHands

. : Product Manager
Vice President -

RON KNOPP
Product Management
RAY ADEE SP Windrowers
1014 Windrower
Conventional Baler

Product Manager
BOB GRANAAS

Rounders
Big Baler

Product Manager
DEXTER SCHAIBLE

Spreaders
Rake
Mower-Conditioners

Product Manager
J.C. ALLENET

. PRODUCT PLANNING

July, 1980
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Director of
Tractor Planning
FRANK CHANDLER

I,_

TRACTOR PLANNING

July, 1980

Prod. Mgr. - Tractors
JIM CALLAWAY
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Cantroller

DON SCHMIDT

CONTROLLER
July, 1980

| Acc:mntr'ng Magr. L
ST

EVE RAWLINGS

___| Accts. Payable Supv.
JOHN MAST

Sr. Gen. Accountant
DON COOPRIDER

Acctg, Systems Supv.
DEL VOTH

Br, Acctg. Supv.,
ALLEN WEDEL

Br. Accountant
VICKI BAER

Sr. Br. Accountant
JIM REBER

Sr. Br. Accountant
ORVILLE STUTZMAN

Asset & Payroll Mgr.
WALT UNRAU

|

Order & Billing Supv.
LOIS HERSHBERGER

|

Sr. Br. Accountant
JERRY SHEFFLER

Br. Accountant
DEAN DAY

Cost Acctg. Supv.
CLINT MARSTON

Cost Analyst
MYRNA WELLS

Cost Acctg. Mgr.
JIM DILLER

Product Cost Supv.
GARY UNRUH
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Administration Mgr.
NI

_Cren'ir."l:‘gr.
|| RUSS HAAS

Agzivtant Treasurer
ROGER BULLER

ASSISTANT TREASURER

July, 1980

Finance Adm, ..‘rfgr. 3
DAN ARNOLD

|__| Br.Adm. Mgr.~ Kansas City
DAN HERSHEERGER J
“Br. Adm. Myr.-Minneapolis
HARLEN BOWEN |

L B:_Adrgﬂenuer ]
PAUL E

Br. Adm. Supv.
JIM MYERS

W , —
Br. Adm. Supv.
JOHN PATTON

[ 8r. Adm. Supv.
KATHY TOTT

Br. Adm, Mgr. - Indianapaolis
BRUCE HOLMAN

.l__ ¥ [ Sysmr.?rs_E.-.\gr. d’fg;.-_.-_"m

L_| Swsrems Mgr. e
PAUL VEGA

E Adm. Myr.- Calgary 1

MAL MCMURDO

| Systems Util, Mgr.
| WILL UNRUH

[ | JOMN ZIELKE [

[Br. Adm. Supv.
| DARRYL KOCH

[ GAYLE BA

__[EDP Gperations Supw.
| [E0P Operations mgr.  |__ | | DAVE BIEKER
HARLEN GOERTZEN

[ EDP Gperations Sched
l—| RAY SCHROEDER

| System : ginaar
STEVE BEHYMER
"Sr. F.'{,lgmrm:;lt'.'
DON PENNER

Prograrmmer B
VICK| AKERS

|| Programmer
| STEVE JANTZ

KANSAS
HISTORICAL
SOCIETY

_PfOldrd'!!J r.v.le-r:-";‘l.u.'].lysr
BETTY STIKA

Systems Engr.
ROY DUNN _

Programmer
JEROME STUCKY

|| Swstems Adm. Mgr.
GARY REDIGER ]

|
|| Sr. Programmer ]
LARRY SCRIVEN |

ﬁ;‘o_qf;?ﬁl;?\-ﬂ‘: i
JASON NISLY
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North Am. Sales Mgr.
(JIM GAEDDERT)

|| Canadian Mgr.

(DEAN WASSER)

KANSAS
HISTORICAL
SOCIETY

Prod. Spec. - Tractors
[ | RODNEY WELDY

Prod. Spec. - Tractors
[ | KEN BEENEY

___| Asst. to ALA. \Safes Mar.
DEAN WASSER

| | Prod. Spec. - Tractors
JOHN YOCUM

Minn. Branch Mgr.
LARRY BECK

Prod. Spec. - Tractors
ROSS THOMPSON

WELDON JENSEN

Prod. Spec. - Tractaors
EDWARD PORATH

Denver Branch Mgr. ‘

K.C. Branch Mgr,
[~ | DICK DYKMANN

Prod, Spec. - Tractors
DONALD TERRY

Indy. Brapch Mgr.

JIM FRIESEN

Parts Mitg, & Merch. Mgr)
JED LOCKABY

Mktg. Planning Mgr.
NEIL GUSTAFSON

Director of Marketing
JIM GAEDDERT

MARKETING
July, 1280

North American
Service Mgr,
HAROLD RALPH

Dealer Dev. Analyst
| DAVID CURTS
Customer Relations Mar.
o

B ——
Prod. Serv. Mgr. -

rion
Tractors
KENNETH GARRETT
Prod. Serv. Mgr. -

| Balers
BILL PETERSON

Prod. Serv. Mgr. -
Windrowers
MEL YORGENSEN

Prod., Serv. Mgr.-

Communications Mgr.

| (JIM GAEDDERT)

Tillage /Stak Systems
DEAN WILMOTH

!_Prad'. Serv. Mgr. -
| For.

JACK WRIGHT

|| Prod. Serv. Spec.
HENRY LOEPP

Hlustrations Coord.
PAUL DIENER

Prod. Serv, Spec.
| DEAN MORRELL

Tech. Info. Coord.
LEQ HOLMES

Prod. Info. & Training Mgr._| | Tech. Writer
+ | MAX MAYHILL | JIM SCHULTZ

'
Y| Branch Service Manageml

Visual Arts Supv.
DENNIS SCHMIDT

Communication Spec.
| GARY NUNEMACHER

Advertising & Promo. Mgr. Produet Promo. Coord,
JOHN BOMGARDNER JOE ZIEGLER

Distribution &
Admini

|—

Parts Distribution Mgr.
JOHN ZERGER

BOB CHAMBERS

‘ Fact inv. Controf Supy. ’

Inv. Control Analyst
DALE KOHLMAN

FParts Planning Mgr.
JIM UNRUH

CLARK GRABER

| Depot. fnv. Controf Mgr.

Inv. Control Analyst
DENNIS HIGHSMITH

Inv. Control Analyst
CAROLYN PETERSON

Marketing Systerns Mgr.
DAVE WIEBE

Sales Statistician
SHIRLEY WILMOTH

Inv. Controf Anafyst
GARY KOEHN

ion Mgr.
GLENNON DECKER

| Distr. Acimin, #gr.
| LARRY PENNER

W.G. Order & Inv. Mgr.
|| IRENE KOEHN

Adm. Mar.-Tractor Dist.
STEVE WILLIAMS

W.G. Order & Inv. Mar.
FRANCES COX

Br. Sales Order Mgrs. I

|| W.G. Order & Inv. Mgr,
JIM VAUGHN

| | Sales Mrg. & Inv. Coord.
ILONA ABRAHAMS
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HO‘M’M‘D LOIIHENIZ l_ Al“(n Lo uj" J
pineer
WIEHI NICKEL
Adv. Dev. Engr.
| Prod, Depigner

“Adv. Dav, Engr. |
STAN CLARK |
|

_L.M». Do, Erge
MIKE OALLORAN |

Myr. Spec. Coordinarer
Enge, e DON GINGRICH KEN JANZEN
WALT COLLIER Engr. Dramings Mgr. -
JOHN CULP ,m
Test Tochnicisn 1
GARY JACDBS |

1

Test Technicisn
DOUG BREWER

. Test Tech, |
TILLMAN HERSHBERGER
Fiald Tait v, Sr. Test Te |
MICK WEEMS RAYMOND SCHMITT |
Text Tochmician |
KENT GILMaRTIN |
Sr. Tt Toch,
RICHARD MOLZEN |
Test Tech.
JEFF NOLL
DUANE ADAMS
Fisld Texr Sup, | L[ Test Toctimicion
BOB SLAUGHTER STEVE :EQRE NSEN
| [k, Tewt Tech,
KURT GRABER
|__[% Tost Tecn,
STEVE RHOADES
L[ Test Tec.
GREGG DENHOLM
| 5 Teut Engr,
Div. of Enginsaring
DAVE FITS, [ 9OHN MCGEHEE
L[ Test Engr,
DAVE SEBITS
L[5 Test Tweh. '"]
Wt =y LLOYDSTONE |
[BOOREY BORN. L [Adv femtTech |
‘_ NELMS
L[5 Tese Tecn.
GLENN KENNEDY
|__[[Desion Analysis tgr. 5. Design Analysis Ergr.
DAVE WEST ALLE I_I_HAHN
__ [Engr. FovemanAun.
RON ROOTS
_{ Engr. Shon Mg,

STANWIENS [ M.leN er\NLE |

Engr. Shify re—
| LARRY HANES

L[ engr. Sranerms gr. [ 8. Standrds Engr
H D FUNK 14| DOUG LLOYD

Adv. Dev. Engr.

TOM DCMHQG i
Engr. M
FProducts)
MERLE BURKHA/ Deign £
e ign Engr,
| [ Adv. Do e, | Gamv FLemm
| €0 swEnon A
IBMENSON . —
D . | Sr. Prod. Designer
Sr. Adv. Dew. Engr. MIKE ENZ
GEORGE YATCILLA L"—"—
Adv. Do Engr. |
DAVE SMITH |

|__[ "S- Prod. Dev. Enar. _| LAVERNE GOOSSEN
Engr., Mgr, M¥
| foroccts
BAUCE WHITE

[ Besigr Engr. 1
= S DCWIGHT MODDELMOG
{__| 5r. Dev. Toch.

HAROLD VOTH L__ | Design Engr.

BOB MCWHIRT

5. Dev
Enge. My . wownnn araLare
[Product Safety)

REX WEIGAND L[5 #roc. Engr.
| MAYNARD HER RDN

od, Engr.
UCE LUTZ T |
ign Engr.
'm Engr. RICHARD BULI_.ER
| sanm kNG ——
Des r.
[ 5. Prod Engr. POt Dty
| .t Designer
KEN MCMILLEN ARLEN WIETS
e = -
3 . y——
.| raduer Detignes
ENGINEERING %' oW UL
July, 1980 | &, Ad'r. D Engr.
KEITH GARRISON

B

[ AMOS HILL
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Cansdian Mgr.
(DEAN WASSER)

[ 8r. Sales Mgr.
| MURRAY LAWSON

Br. Service Mor,
CARL HOLMGREN

Mk, Oper, Mgr, Parts Mgr, - Onr.
STEVE MILLER GARRY HAMBLIN

| _ | Adminiseration Mgr. Farts Mgr. Cal.
MAL MCMURDO GEORGE KLASSEN

L] Sefes Order Mgr.
DIANE BERGETROM
Rogional Sales Mgr-#70
BRUCE FISHER
Territory Mgrs.
Regional Sales Mgr-450 =
BARRY SMITH

Branch Service Mgr. - e
HAL JEFFS J——| Regianal Service Mgrs. ’

|__[Parts Depat Mgr. -Denver | Parts Depat Supy.
| EVERETT MUSSELMAN MARTIN FIKE

-
| Parts Depot Mgr.- Portland

Branch Mgr.
Demver

WELDON JENSEN

|| PENNY RITCHIE

|| Parts Dapot Mar.- Frasne | Parts Depor Supv,
| CARL URIVE | GLENN CARPENTER

Branch Mgr. -
Indianapolis
JiM FRIESEN

Branch Mgr.-

Kansas City
DICK DYKMANN

Branch Myr. «
Minneapolis
LARRY BECK

Product Specialist- Tractors

CHARLIE SMITH

Service Manager- Tractors

JIMWELCH

Branch Admin. Mgr. 1 Br, Adrn, Supwv.
~7 PAUL RUDGE JIM MYERS

_‘] Sales Order Mar. | [ Sares Order Supv. |

RON SMITH | PAM MOELLER

Rogional Saies Mgr-#45
Regional Saies My 750
| PAULENGEL Ll b
Regional Sales Mgr, #55
DAN STRUVE

Branch Service Mgr. ; :
NORB SMILTNEEK Hagions! Service Moee |
Parts Dopot Mar.= indiananolis
DENNIS CARPENTER |
Parts Dopot Myr.- Syracute
BUD BARRY
1 __| Branch Admin. Efgr Br. Adm. Sepv,
BRUCE HOLMAN DARRYL KOCH

Sales Order Mgr. | Sales Order Supv.
= PETE waDE | 7| SUSAN FORNOFF

Reglonal Sales Mgr.#25
DON KNOLL
‘Regional Sales Mgr.-#20
HOWARD KEATING

Branch Service M| 5
DOMN JOHNSON ecionn Senvie Mo

| Parts Depoc Mgr.- Kansas City Parts Depot Supv.

KIM HOWARD ERNST PENNER
Parts Depat Mgr.- Dallas Parts Depot Supy,
CHARLIE WALLER DENNIS HARRISON

- Branch Admin. Mgr, Branch Admin, Supy.
DAN HERSH JOHN PATTON

.| Sates Grder pgr, Safes Order Supv,
BO8 HURRELBRINK DOUG KERN

Salos Order Supre,
LOUISE VOLLENWEIDER

Rugional Sales Mar-#30
DAVE DYKMANN e
= Tarritory Mgrs.
Fegional Sales Mgr-#31
STAN ZHORNE
Branch Service Mg,
—| TOM SEGERSTROM J— Reglonal Service Mgrs.

SALES BRANCHES
July, 1980

Parts Depat Mgr. Parts Supv.
DENNIS RADTKE JOE MCGILLICUDDY
.| Braneh Admin. Myr. Br. Adm. Supy.
HARLAN BOWEN KATHLEEN TOTT

__l Sales Order Mgr, Sales Ordler Supw,
| DENNIS SIMPSON JUDY VAIL
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EMPLOYMENT

.M

To maintain high standards in recruiting and selecting emplo s. Employn
standards must result in hiring highly qualified pec

efficiently and who have the capacity to grow along with the po I

are hired. In addition, there should be available within the company employees who
have the qualifications to move up to the next level
occur.

of employment when openings

Recruiting and evaluation practices should be reviewed per iodically to

desired results are being achieved.

It is the policy of the company to extend equal employment opportunity to all qualifiec
f bl 1 PO}
persons in all occupations and at all levels of employment without regard to race, religion,

color, sex, national origin, ancestry, or age between 18 and 65 years.
All hourly employees shall serve a sixty (60) day probationary period. All salaried
employees shall serve a six (6) month probationary period.

PROCEDURE

FUNCTIONS OF THE PERSONNEL DEPARTMENT IN EMPLOYMENT

The Personnel Department shall function as a service department to all departments
and divisions of the company in matters pertaining to employment. These ser
include organization of new employees at all levels.

The Personnel Department does not have the authority to make final selections, except
in the case of Personnel Department employees. The final authority to select an em
ployee rests with the supervisor.

When it is more practical, as in the case of unskilled factory personnel, the Personnel
Department will make the final selection with the permission of the supervisor. Under
such conditions the supervisor still has the final authority because he may request
termination of any employee who does not meet his approval during the probationary
period.

The Personnel Department does have authority to screen employees. No employees
shall be hired by the supervisor without the approval of the Personnel Department.
Supervisors are expected to make maximum use of the Personnel Department and
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employment services. The Personnel Department will screen employees so the com-

pany abides by the federal law which prohibits the employment of individuals under

the age of 18 years. No close relatives should be placed in, or transferred to, the same .
department. The Personnel Department shall employ the best practical and most

feasible techniques available in all services provided in the field of employment.

THE SUPERVISOR'S RESPONSIBILITY IN EMPLOYMENT

The supervisor should first study the proposed or existing job to determine what the
duties are and that all duties listed are necessary. Perhaps the duties can be distributed
among other employees.

If a new employee is needed, an “Employee Requisition” form should be filled out.
In the case of technical and salaried positions, a job description should be attached to
the requisition. The qualifications desired should be included on the requisition in all
cases except unskilled and semi-skilled jobs.

All “Employee Requisitions” for production workers must be approved by the general
foreman and the production manager. All requisitions for indirect hourly and salaried
employees must be approved by the department manager and the controller. .

Requisitions should be sent to the Personnel Department. Sufficient time for
recruiting, screening, selecting, and orienting the new employees should be allowed.
The time needed to fill positions varies a great deal. A minimum of two weeks should
be allowed for production and indirect hourly openings.

Good organization and manpower planning are of utmost importance to assure
adequate time to get the best employees.

The supervisor is responsible for making the final selection from the applicants
screened by Personnel. The supervisor should make full use of the services of the
Personnel Department. These services include recruiting, screening, evaluating guali-
fications, checking references, testing, etc.

If the supervisor desires additional information before making a selection, the

Personnel Department will provide it if it is available. The Personnel representative

will make a recommendation if the supervisor asks, but the supervisor is not bound by

such a recommendation. .
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MOVING EXPENSES

POLICY

To assist with payment of moving expenses for new salaried employees or present salaried
employees who are transferred at company request.

PROCEDURE

The Personnel Department will inform the employee or new hire of company policy. In-
formation concerning origin, destination, and the approximate date of the move will be
furnished to the Traffic Department by the Personnel Department.

Carrier contact and claim settlements are to be handled by the Traffic Department. The
Traffic Department will contact at least two carriers and request moving estimates,
informing the carrier of company policy. The Traffic Department will give authorization
for the move to the selected carrier either by letter or by phone.

The company will pay storage costs only in unusual circumstances. Payment will be
made upon the recommendation of the supervisor and the approval of the Personnel and
Traffic Departments. Statements from carriers must be approved by the Traffic

and Personnel Departments before payment is made.

Costs paid by the company include moving of all usual household goods which would be
moved if the employee were paying the bill (list must be approved by Personnel and
Traffic), as well as the following:

Insurance coverage of $1.25 per pound

Connecting and disconnecting of appliances

Packing of dishes and other breakable items,such as mirrors
Mattress covers or boxes and wardrobes for clothing not in drawers

Costs not paid by the company (this list is not all-inclusive):

Moving of boats, trailers, frozen foods, pets, building materials, firewood
Wiring and plumbing installations or additions

Taking down and erecting TV antennas

Hanging and cleaning of drapes

Housecleaning and maid service

Extra insurance on valuables, such as jewelry.

Heavy power tools and lawn tractors require special approval.
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Employees (not new hires) who move from one area to another at company request shall

be reimbursed for the following:

Real estate fee for sale of house, if any, plus incidental closing fees.

Closing costs on the purchase of a home at the new location, provided the employee
owned a home at the previous location. Closing costs include loan fees, appraisal
fees, mortgage registration, recording of the deed, and bringing the abstract up to
date or title insurance.

Prepayment of taxes, insurance, and interest are not paid by the company.
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Compensation

Compensation - Hourly Employees
Compensation - Salaried Employees
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COMPENSATION: HOURLY EMPLOYEES

POLICY

To pay competitive wages and other fringe benefits to Hesston employees as com-
pared to related industries in Kansas.

PROCEDURE

WAGE INCREASES

Regular Increases

A new employee will automatically receive a regular increase of twenty cents (20¢)
per hour at the end of the first eight weeks of employment.

Progression within the rate range is a ten cent (10¢) per hour increase every twelve
weeks until the employee reaches the top rate for his classification. The notice for
a regular increase will be sent to the supervisor from the Personnel Department.

The supervisor must approve or withhold the increase and return the notice to Per-
sonnel. Employees who do not make satisfactory progress between regular reviews
may have the regular increase withheld upon recommendation of the supervisor
and approval of the department head and the Personnel Department. The reason
for withholding a regular increase must be written on the notice.

Merit Increases

In addition to the regular increase, a supervisor may give an employee a merit in-
crease at any time for doing outstanding work or increase his wage so it will be in
line with his performance. The request for a ““Change in Status” for a merit
increase will be filled out by the supervisor and sent to the Personnel Department.
In no case will regular or merit increases pay an employee more than the top rate
of his classification.

A merit increase will become effective the beginning of the pay period after it is
received in the Personnel Department. In no case may a merit increase be retro-
active.

General Wage Increases

The general wage structure is reviewed periodically and adjustments are made to
bring the rate range in line with area practices and conditions.
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Cost of Living Incr

The Consumer Price Index is reviewed periodically and a cost of living adjustment .

will be made on a quarterly basis if there is sufficient movement in the Index.

COMPENSATION: SALARIED EMPLOYEES

POLICY

In order to attract and retain high-quality people, it is the policy of the Farm Equip
gn-qg Y Y |

ment Division to pay competitive salaries, bonuses, and other frings benefits to its

employees. This applies to the areas from which employees must be recruited.

PROCEDURE

16

ORGANIZATION RESPONSIBILITIES

Each year prior to July 1, the Personnel Department will make a study of salary rate
ranges and make a recommendation on new rate ranges to the Division Staff. Rate .

ranges will be established and these will serve as guides to supervisors for salary
administration.

Each year the Personnel Department will confer with the Controllers Department to
establish an overall guide for increases. A recommendation will be made to the Divi-
sion Staff and requires their approval. Such recommendations will be based on a
study of industry practices, economic factors, and government regulations affecting
salary adjustments at the time. This procedure is necessary to insure consistency in
administration and for adequate control.

If it becomes necessary to create new positions during the year, it is the supervisor’s
responsibility to formulate a job description in order that the duties and level of
responsibility may be adequately appraised. The rate range for the position will be
established jointly by the department manager and the Personnel Department.

Any individual salary increases require supervisor, department head, and Personnel
Department approval. Supervisors are not to advise employees of a salary change

without prior approval as outlined in this policy. .
RATE RANGES DEFINED

Minimum - - The minimum of the rate range is established as a guide for new
employees who meet minimum requirements. Employees may be employed for a
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reasonable period of time below the minimum of the rate range on a training basis if
they do not meet the minimum requirements.

Going Rate - - The going rate is the top rate paid for satisfactory performance and is
considered an above-average rate for comparable positions as defined in the above
policy.

Exceptional Performance —— In order to receive an increase above the going rate, the

employee must consistently demonstrate exceptional performance and in no case shall
anyone be paid more than the top rate for exceptional performance.

PROGRESSION

Progression within the rate range is based on performance. The “minimum’ and
“‘going” rates serve as guides for evaluating the relative position of each employee.

SALARY REVIEWS — TIMING

All salaries are reviewed annually at the beginning of the pay period nearest to
October 1. New employees and employees promoted within the company may have a
salary review within three to nine months after employment or promotion.
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Payroll

Garnishment of Wages

Payroll Check Distribution
Correcting Paycheck Discrepancies
Time Cards
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GARNISHMENT OF WAGES

POLICY

To notify an employee when a wage attachment or garnishment of the paycheck is being
made. Each employee is responsible for handling his own personal financial affairs.
However, an employee who receives a garnishment should be counseled for the purpose
of preventing additional garnishments. The employee should be made aware of the very
difficult bookkeeping burden a garnishment creates for the company.

PROCEDURE

A garnishment is served to the Personnel Department by a law officer.

The Personnel Department then contacts the employee and also the Payroll Depart-
ment to stop the employee’s paycheck.

The employee’s paycheck is retained by the Payroll Department until a release by
court order is received.

If the garnishment is not released, the Personnel Department must file an answer at
the courthouse within a specified time and, upon receipt of a court order to pay, must
send the paycheck to the court or plaintiff.
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