
New Hire Checklist: 
**TO BE COMPLETED DAY ONE OF WORK WITH HORNER PAINTING** 

 

W4 Form  
 Complete A-H, Complete 1-7  

 Return pages 1-2 
 

I-9 Form 
 Complete page 7 

 Include copies of Identification -- see page 9 

 Return pages 7-8 

 Contact Makenzie, (970) 682-8953 or makenzie@hornerpainting.com, to schedule a 
time for her to visit jobsite, view your ID, and complete the two forms. Makenzie is 
typically available to visit jobsites to view ID and complete paperwork on Mondays and 
Fridays – so be sure to plan ahead. **Failure to schedule/have forms complete may 
result in a delay of your payroll check for one week** 

 ID must be inspected by Makenzie. 

 Page 8 to be completed by Makenzie. 

 Return copies of ID – 2 forms of ID (see page 9) 
 

Affirmation of Legal Work Status Form 
 To be completed by Makenzie 

 

Employee/Employer Agreement 
 Read and keep for your own records 

 

2016 New Hire Form 
 Read, Sign and Return 

 

2016 Safety Rules  
 Read, sign and return 

 

Authorization for Direct Deposit 
 Complete and return if you want your payroll check Direct Deposited 

 
 

RETURN TO: 
900 W Mountain Avenue 
Fort Collins, CO  80521 

Fax: 888-470-2734* 

Email: sara@hornerpainting.com* 

Contact info: 
Makenzie@hornerpainting.com OR (970) 682-8953 

erin@hornerpainting.com OR (970) 682-0400 
*For your convenience, you may return new employee paperwork via fax or email. 

Please note, faxes arrive electronically.  Email and e-fax are not secure* 

** Forms must be received in the office by Tuesday 5:00 pm to be processed in this week's payroll ** 

mailto:sara@hornerpainting.com*
mailto:Makenzie@hornerpainting.com
mailto:erin@hornerpainting.com


 



 



 



 



 



 



 



 



 



 



 



 



 
    2016 EMPLOYER/EMPLOYEE AGREEMENT 

 
PROBATIONARY PERIOD – Employees are hired on a probationary basis.  This probationary period 
can last up to 2 weeks.  
 
ARRIVAL:  Employees are expected to arrive at the jobsite prior to start time.   A “three strikes” 
program will be enforced.  For example, if you are late once, you will receive a verbal warning; the 
second time you will receive a written warning; the third time you are late you will be dismissed 
(terminated).  The definition of “start time” is the time we actually begin working.  If an employee is 
arriving to the jobsite at the start time (not actually working), then he/she is late.  Be early! 
 
TYPICAL WORK DAY is a 9 hour work day, beginning at 7:00 am and ending at 4:30 pm.  Roll out 
starts at 7:00 am and roll up (cleaning out brushes, returning ladders/supplies to trailer, etc.) begins at 
4:15 pm. Clocking out after roll up is complete.  
  
DRESS CODE:  Employees will be issued a Horner Painting uniform after they have completed the 
probationary period in two weeks.  Employees are expected to arrive at work in their whites/Horner 
Painting uniform.   
 
TOOLS:  Within the hiring process employees will be loaned a set of tools to use on Horner Painting 
jobsites. It is expected that each employee will bring their set of tools to work every day. On the final 
day of employment or upon termination, employee will need to return all tools to their crew leader. All 
tools, IPhone, and chargers must be returned to Horner Painting to receive final payroll check. 
 
BREAKS:  Employees may take a ten (10) minute break in the morning (approximately 10 am) and in 
the afternoon (approximately 2 pm).  These are paid breaks.  The 30 minutes taken for lunch is not 
paid.  Additional smoke breaks are not permitted.  
 
JOB EVALUATION:  Horner Painting may complete employee evaluations quarterly and employees 
may be considered for pay increase at the time of their evaluation. 
 
CONDUCT:  Employees are to behave in a professional manner at all times ie: profanity, lewd, or 
disrespectful behavior, including, but not limited to sexual harassment or racist behavior will not be 
tolerated and may result in dismissal.  
 
APPROPRIATE HUMOR – It is our goal that the work environment be enjoyable.  Joking and humor 
should always remain appropriate.    Comments/jokes that undermine authority/position and/or are 
made in an insubordinate manner are considered very inappropriate and may result in termination.  
Keep it light, have a good time, but keep it appropriate – refer to Conduct above. 
 
VEHICLE PARKING – Please take note when parking your vehicle.  Horner Painting is not 
responsible for any overspray that may land on your vehicle.  It is the responsibility of the driver to 



park a “safe” distance from the jobsite.  When in doubt, park out of harm’s way. Do not park in 
driveways during work. Do not park on dirt/mud that can bring dirt onto street.  
 
TEXT MESSAGES:  In an effort to communicate clearly and efficiently, Horner Painting is utilizing 
text messaging on cell phones more and more.  When you receive a text message, it is important to 
respond to the sender promptly. This confirms that the recipient did indeed receive the message.  A 
simple “OK” is all that is required.  
 
SAFETY – Read the Horner Painting Safety Policy, which are attached in this packet. As a condition 
of employment, team members agree to comply with all applicable safety regulations.  
 
SIDE JOBS – Employees wearing the Horner Painting uniform and/or on a Horner Painting jobsite 
that are approached by an outside party in regards to a side job, should refer that person to Moses 
Horner, 481-1200.  Solicitation of Horner Painting employees for projects outside of work is 
discouraged.  Because of liability reasons, Horner Painting cannot allow any company equipment to 
be used outside of work.  Horner Painting is happy to “share” our pricing at the paint stores, however, 
if you wish to take advantage of our pricing, arrangements should be made to pay the paint store in 
cash at the time of purchase for your materials.  Any supplies needed should be purchased and 
paid for directly through Sherwin Williams, and not taken out of any trailer (this includes all items from 
tape to paint brushes to sanding sponges). 
 
WORK COMP:  Please report any/all injuries that occur at work to your crew leader or Moses Horner, 
481-1200 within 24 hours of the injury. After contacting supervisor, you must contact our Work Comp 
provider. They will fill out a First Report of Injury over the phone with you. Without this first report of 
injury, it may not be possible to process your work comp claim.   
 
TIME CARDS/PAYROLL – Employees will be issued Exaktime login. Exaktime is an app we use as a 
timecard.  Exaktime must be used to clock in/clock out as we are tracking jobs and employee time to 
determine profitability and to more efficiently run the company. If at any time your Exaktime is not 
working or you forget to clock-in, please submit your hours to Erin Horner (970) 682-0400. All 
updated or additional hours need to be submitted before 5PM on Tuesday.  All payroll is either by 
check or direct deposit. Payroll is processed once-a-week.  If new hire paperwork and weekly hours 
are not received before Tuesday at 5 PM, the payroll check will not be processed until the following 
week. Weekly payroll checks are mailed out in Thursday's mail. Please wait at least 7 days before 
contacting Sara about payroll checks. Payroll checks cannot be picked up. There is a $35 fee to stop 
payment and reissue a payroll check.  Fee will be waived if error was caused by Horner Painting. 
 
WAGES/BENEFITS/PERKS/RAISES are all confidential matters between individual employees and 
Moses Horner.  Do not share this information with other employees. Discussion of wages, benefits, 
perks, and/or raises between employees can be grounds for termination.  If you have questions 
regarding your wages, benefits, perks, and/or raises, don’t hesitate to contact Moses, 481-1200. 
 

HORNER PAINTING CONTACT INFORMATION: 
Horner Painting, Inc. 

900 W Mountain Avenue 
Fort Collins, CO  80521 

Moses – (970) 481-1200  moses@hornerpainting.com 
Office/Sara – (970) 443-8556  sara@hornerpainting.com 

Makenzie – (970) 682-8953   makenzie@hornerpainting.com 
Erin – (970) 682-0400   erin@hornerpainting.com 

Fax -- 888-470-2734  

 
Horner Painting, Inc/Employer.Employee.Agreement.JAN16 

mailto:sara@hornerpainting.com


 

 
 

 

 

 

2016 NEW HIRE 
 

 
 

 

 

FORMS:  This form along with the attached W-4 form and I-9 form must be completed 
and returned to Horner Painting.  Copies of 2 forms of identification listed on the I-
9 form must be turned in with forms in order to process your payroll checks.   

 

 

 

 

“The undersigned accepts the above employment offer on a probationary basis (as explained in the 
Employer-Employee Agreement) and agrees that it contains the terms of employment with Horner 
Painting, and that there are no other terms expressed or implied.  It is understood that employment 
is subject to verification of identity and employment eligibility and may be terminated by Horner 
Painting at any time for any reason including violation of this agreement.  It is understood that 
applicant has received a copy of the 2016 Horner Painting Employer-Employee agreement.” 

 
 
 
 
  
 
 
 
 
 
 

Applicant Signature 
 
 

 
 



 

SAFETY RULES 

These safety rules are designed to provide you with knowledge of the recognized and established safe 

practices and procedures that will apply to many of the work situations you may encounter while 

employed with Horner Painting.  It would be impossible to cover every work situation.  If you are in doubt 

about the safety of any condition, practice or procedure, consult your supervisor for guidance. 

GENERAL RULES 

1. ACCIDENT REPORTING:  Report all accidents or near misses to your supervisor immediately.  

Falsification of company records, including employment applications, timecard records or safety 

documentation will not be tolerated. 

2. HAZARD REPORTING:  Notify a supervisor immediately of any unsafe condition and/or practice. 

3. ALCOHOL OR ANY DRUGS:  Drugs of any kind (excluding tobacco) and/or alcohol will NOT be 

allowed on the worksite. No employee at any time should work under the influence of ANY legal or 

illegal substance. Employees will notify their supervisor if they are taking any prescription drugs 

that might affect their judgement. 

4. DRIVING:  While driving a company vehicle or driving your own vehicle for company business, 

obey all traffic laws and signs at all times.  Wear your seatbelt at all times.  Do not drive over the 

posted speed limits. 

5. LIFTING:  When you are required to lift an item, always seek mechanical means first.  If an item 

must be lifted manually, please refer to the detailed lifting safety rules (handout/poster) before 

performing the task. 

6. FALLS:  When working above a lower level (6 feet in construction) with unprotected sides, edges or 

openings, protect yourself by use of guardrails or an approved personal fall-arrest system (e.g. 

lanyard, harness, anchor point.) 

7. LADDERS:  Inspect ladders daily.  Always have 3 points of contact when using exterior ladders.  

8. PERSONAL PROTECTIVE EQUIPMENT (PPE):  Appropriate PPE must be worn at all times.  If you 

have questions, or need PPE, please contact management (Moses Horner, 481-1200).  Wear 

approved eye and face protection when sawing, gridding, drilling, using air tools or performing any 

other task that could generate flying debris.  When working with chemicals, wear protective 

eyewear.  Wear gloves when handling metal, rough wood, fiberglass and other sharp objects.  

Wear a hard hat when there are overhead hazards.  Appropriate footwear, long sleeved shirts, long 

pants, etc. should also be worn as required. 

9. SPRAY EQUIPMENT 

a. Inspect spray equipment, hose, gun, tip guards, and tips daily. 

b. Replace compromised hoses immediately 
c. Always wear respirator, suits, eye protection, and gloves when spraying or near spraying. 

I, (print name) ______________________________, have read/been read and understand these safety 

rules.  I agree to follow all safety rules at all times and understand that any violation may result in 

disciplinary action, including termination of employment.  I understand that if a safety rule violation 

results in a work-related injury or illness, workers’ compensation benefits, by law, can be reduced by 50 
percent. 

Employee Signature: ______________________________________   Date: __________ 



 

SAFETY RULES – ENFORCEMENT POLICY 

A. OBJECTIVE – Safety rules are provided as guidelines for safe operations.  All employees must 

follow these rules as a condition of employment. 

B. SCOPE – Rules apply to all employees and contractors. 

C. PROCEDURE – All employees (team members) will be given a copy of the company’s safety rules 

upon initial employment.  All employees must sign and return the acknowledgment form after they 

have been given a chance to review the safety rules and ask any questions.  The safety rules will 

be periodically reviewed to ensure that they are applicable and current. 

D. ENFORCEMENT – Employees will be subject to disciplinary action for safety rules.  Such action 

may include any one or more of the following, depending on the severity of the violation: 

 

Employees will be afforded instructive counseling and/or training to ensure a clear understanding of 

the infraction and the proper conduct under organizational guidelines.  However, nothing in this 

policy or this safety program will preclude management from terminating an employee for a safety 

violation.  This is not a progressive discipline system, and any safety violation may lead to an 

employee’s termination without prior instruction or warning.  Management reserves the right to 

impose whatever disciplinary action it deems appropriate, including the following: 

 Verbal warning with documentation in personnel file 

 Written warning outlining nature of offense and necessary corrective action with 

documentation in personnel file 
 Termination  

Management, including supervisory personnel, will be subject to the above disciplinary action for 
the following reason: 

 Repeated safety rule violation by employees under their supervision 

 Failure to provide adequate training prior to job assignment 

 Failure to report accidents and provide medical attention to employees injured at work 

 Failure to control unsafe conditions or work practices 
 Failure to maintain good housekeeping standards and cleanliness in their departments 

I, (print name) ______________________________, have read/been read and understand the safety 

rules of Horner Painting, Inc.  I agree to act in accordance with the safety rules at all times while working, 

and I understand that the violation of any rule is cause for stern disciplinary action, which could include 
termination of employment. 

 

Employee Signature: ______________________________________   Date: __________ 

 



 

EMPLOYEE EMAIL


